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IN TR()l)r( TiON 



rlu' I ur[M)SL* ot rhi^ i ourst." is ro iiTi;v\n-c ynuv cconc^niic citizenship tlu\:h^;li [\:c 
sriuiv ni our business and economic environment. ('I(hh! econcMuic c:ci/cnslii[') iiicliules the 
knowleilt^e atul uiuler-t.uuling of: (1 / how rhe Anicrican business svsteni functions as parr 
of our total economic envircwinicnr: (2i how to niake wise clioices in selecting and using 
the ;^oods anii se-rvices that are available from business, industrv, and ^overnnient ; and 
h(nv t(^ iTKiUai^e v(^ur [personal and business iffairs etficientK . 

As v(nini; Americans, you are ^rowini^ up in a period of casv credit, w hich makes 
it [K'Ssible io get into debt "cn-er yo!ir head." in audition, vou can become caut^ht in 
cycles wh'Te rising costs make it difficult to pj\' for busic needs. As a consequence, it 
becomes difficult, if not impossible, to save for cducaticMi and father fuliirc goals. Often 
wage increases have resulted in more installment buving rather than paying off" existing 
installnicni debts. Econcmuc education can help people to spend their moncv wisclv, to 
avoid overpowering debts, and to understand the principles of production, consumption, 
and credit. 

This course covers a wide range of topics. Ycni may have sonic knowledge of 
Some ol the areas that will be explored bv this course, while otlier-^ wmII be new to vou. 
All of the subjects will be useful to you, both now and in your future life. 
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OI R l.CONOMK. WOKl D 

1 ( niluiil ii. Ni l- .uu! W'.UU s 



ah. .ti^tJ'Jt 2t)ti iiullu>ll Un. Il:Jlki(.\l ill 
:!)'•> luiinlKr .lu vs.tikiiN. hi (iiu'iiuki rs. 

^tiuL'!irs. >iiui . :hL■^^. Smuk- an.- 
uiiL .\ ctl iHL.i'j^" ^'1 ,iL^ . ill l)L-.thh.nr 
lack jol^s. l>ur !U) n:.iriL'i \slijt u\- 
Ih' doifiL:. .ill ut us usL- toix.1. Llnrliini;. 
!wu:sini:. .iiul m.iiu '.^iIht irciiis tliar \\ 
inirLh.iNi.' tf(uii iUMrh\ Inisiiussc^. \\c .> 
iisi" rlic scrvicrs (»t ni.in\ jH-Dplc. such .is 
[-Jankers. ilr\- cIlmikts. haihcrs. luMuricians. uaiai:^- iiicciumics, arul tL-lcvisioii rcpairnicii. 

Ir is A SanirLlax afrcniDon. aiid \ ou .uc u iiulow shoppini; cIo\\ iu<)\n ii or at a mall. 
Hi'w luaiu tlitlcrciir riiiiiLis that \ mu woultl likt.- <n\ii dn nou sec in r!ic store wiiulv^ws? 
A jiist-rclcascil record tilhuni. or nia\ lie a s\\eaiei\ iV*rliaps a cainiTa, a steieo set, a pair 
of bwots, or even a wdll poster. 

We nevei" srnp neeilin^ or wanting thnius. are tliosL^ things we must have to 

survive, (-mix;!, elothiiii;, .nul shelter are usualK thought of as our three basic ncecis. We 
must provide these needs before we car think about our wants. \\\ifirs are those thinL;s 
which we ev)nld live without, but wImcIi make li\ini: much more fun. All the stores tliat 
\ou (>ass during vour S.itui-da\ wiiuluw-shc^ppinu exist to sarisf\ \our ucclIs andwants. 

We satisf\- most t>f our ni't ds .uul u.mts In hux in^ eoods anil services. A. hn.<inc.<.< 
is an onjani/ati' )n tliat supplies us with most ot the ^oolIs or services that we want. 
Seivici^'s are also supplieu lu su».ii i ti, t it u I lou ^ as hospitals, i;overmneiU ai;encies, aiul 
scin )( )ls. 

(m>(){/>' or ire the tangible thir.Lis i rhiuLrs w i- can actually see and feel) we 

use in our ewrvdav lives. .Sonu- eoculs. like food, are used u[^ at one time. Other r,oocls, 
like cars, max be used over and over ai;iim tor a Kwil; time. Scri'iccs are the work 
performed tor us hv others. We .ire usiriLi ser\'ices w hen we mail letters, flv in a plane, call 
.1 plumber, use Hie telephone, or L;et clotlies drv cleaned. 

As a user of ^oods and ser\ices, you are a i\'>nsi{ ntcr, .So is every person \'ou 
know. Oriiaii'. .»tions can also be consumers. Yt)ur si iiooi buys and uses clesks, 
chalkboartls. lab supplies, and manv otiier items. Your state, local, and federal 
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!n:s;iU'NSL- w'luh >i;pp!N ..I'^ui^ ,i!iJ ^■.mv;^'-'- ii > .ii*' >i!sh k. v tn^UMici 1 i:^' >a^iki > 't [hi. 

^.■-riK'!- Ni-rvicv- ^r,{i;-i!. !• >: \ .! n i ; ^k- . hnv. s .nul um'^ m.iiu- C'^^hI - Mip['li^^l In 
iMisiiK-ssr^. [!•• tUTils .1 (. ,isi} tr^isu'f. liispl.i-. k ,lSL'^ . ^! i Mc |.niin;i'>. .iiul iii.jiu >itli.'i lU-ins. 

W • .lie t' all liki t !ic [^ioiicc : t.n ni lies our ^•l.JU^c^^ . 'T\\<'\ IkkI Ci> mInl- k.iic i»l 

t5'.Mi\Nt t.iniil\ n\{c\\ iiwtl in.iii\- iiiiK'N Td^li Iuhiu' nv.is likt,- .1 i .tk T'.wn' . Wmts ^v^rc 

Miioki.d. pis.l-.Uil. ('f ^iru-il n prrsciA'L' rlirin. HalU taniiK ^^roiuul us v)^mi i^r.iin jikI iikuIc 

its ^wn bnacl. I'Iimis^ht t.iiiiilifs iiIckIc tlicii u^wi i. l^rh aiul iiirninirc. TliL-y raisL\l slicop. 

slu'.irccl tluMu. s[^u!i iln." 'Aon! iiuo v,irit» aiul ^vu\'r the www cloili. TKcv were v.jLiiro 

i{ulfpc!uk-nr. Their m h ,j.ls avaI sCT\ices uerc liinircil niu^(l\ 'a hat rhey eiuikl priKlucc in 

( -r iirar clu'ir Ik )\uc^. 

\\c MX' SD ima h in- lepLMuleiic :'.s \ 1, i nicf-.U-pcfuL'n t . A pctsi'ti can 

[>r()tliiec' teu of tiie ^cu^U and siTviees he needs or uant^ without depending on others. 
(JuthiuL: is a basie need, and nianv women tochiv sew their own clothes; but how nian\ 
w 'uncn spin their luvn thread and weave nK\r (Avn cloth 

In thi> unit ^ve uill talk about how to b'av the L!;oods and services that we need 
and \vanr. beL:ii;niiii; with the rhne basic necessities ol li^e food, clothini;. cUid shelter. 

lor Discussion: 

1. What are the cbrtcrences between Ui\(i.: md nwints'^ 
1. Wiiat ari' the rhi"ce basic needs 

V niscus> the ditTerences in lifestvles bLTween the pioneer rainilies and today's hiniilics. 
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Lesson 2 



Huvinu Food 



iim .iN<>iir 2u U' 2^ |U!\rnf -^1 tiic r\pi^al 
^■\[\ i<iinil\ 's iiuoiiir .iftiT r.ixcs. llici^' is 
litrlr qiu'srinu rli.it \<)V must uf us [i.o^l is 
parrl'. j Kixuia" <iiui |Mnl\ a !KCJ.'ssit\ . 
Most of lis roiili.l Lzcr .tloiii: oil iiuilIi K-ss 
r\pcnsivi\ alrli: iii^li Irss iiULTL-stuii:. liiL-rs. 

A t,{!iiilv\ spLMulmu tor }ood is 
attcctcil In its inconu\ its si/c. ami its 
c oin p o j t i o n . A tainilv uirli r\vo 
tcciiai;crs max spciul rwicL- as imicli as a 
voiiiuj; couple jusr starring niarrirtl lite. 
Food costs varv Ivjcausc fainilics differ in 
tlic emphasis rhcv place on rlie pleasures ui earini;. Some families think it is imporrant to 
have i^ootl food and hns of" it. Other tainihes mav preler to spend less oti f(K>d in cudcr 
t(^ have more monev r •: travel, outin^^s. or i>ther interests. 

Some rules for buviiii; 

Wliat shoidd voLi Iniv' How can vou L;et the most for your money? The 
cc->mpctition in oiu" economic svstem helps you. M<ist merchants try to give good values 
.md honest service to attr.ict customers who will keep coming back. Here arc some rules 
to help vou get \oin" mone\ "s worth. 

1 . 1 'sf a shopping 1 ist. 

The first vtep in smart food shopping is t(j prepare a shopping list ba.scd on the 
meals vou havi- planned in cuKance. This shopping list will also include staple 
items such as salt. sui;ar. pe[>per. and paper towels. With a list you will avoid 
costK mist<ikes, he certain of huving what \-ou need, and av(Md extra trips to the 
store. 

2. choose the best place to shr.p. 

At one time the neighborhood grocer received Jiu)st of the trade of the 
communitv. But now people do most of their shopping at supermarkets because 
of their lower prices and larger selection. Price competition tends to keep prices 
from differing too grciuh- among different supermarkets. Some stores try to 
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■ 1 !. ' 
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ill !!■'.■ -^.ili sp'/' -.p'K' \ \icrr a^s^Nt xoii: aiul 



i-vrr, < , -niniuiiiiv . Hkiiu! :i iiuc's nukk- ir j'ti )s'-ii)iL- fnr \;ui Jo cninparisoii 
JiMppii:'.'. (f st(>!^-^ ti»t 'iiv' In-sr [M"i.\'s. Bmiu! ii.nnc items otrcii li;uc Ix^ctcr 

•.;n,ir.iMr^L'^. ( tin' i>:Ii'.t li.itui. smm);' ^rm-c Imjih! it(M!is aw e\|H 'isi\'i' ttir ;> 

j|;i)i,tf Ull,t!ir\ Jihl .Mr tMlrll "Ivst 1m'\s*' if klU'\\ (<i 'Walllifir ft)I- 



I 'luli.T^r.iiui '\)r in i"! 11! .it i', ■■!! t'u- i.ilv,']. 

Intonn.iriMii i!uiuJi<''.l '-w Kiln-ls >>l pmdiu'fs is srriciK funtrnllctl In- l.iw . 

f'>.u! 'Jiopi'r'i^ will *i!ui i.ib'-'is t)m' i>t rliL-if must iiSL'ful .iiul rclialili* si^urfcs 

of inrnniMci'-ri , • 'lu ; tluA l^jtti h'^w lo luulLTst.nul tlu- infotUKilion prcsi'fUL\i. 
Vuii will tifiil lihit lili'.is pioviiK' \ wirli SLuli ififoriiKitioii ,is tliL" inii;rLnliv'nrs jiic 
.iniMp.nts •■u!i rli;ir ur-io iisrii. 'A^'ii-Jit ol riu' |Mcksii;c cnnrcnts, tlic iKiiin « ' "'i: 
pr(K-rss'»r I 'T ( li ^ri ihiii Ml , .iiul tfLU-r.tl iiispcctiui: infoi m:>i ioiK F-vc-n the ikhiu' of tkc 
proJurt iM' AiJf tisrfnl iiif' 'nnaricMi . I'or cx.impK', ii proiluct called ''Turkey 

\\\t\] Noodles" t.onr.jiiis iiiort; tiifke^ tli.m one kilH-led "Ntuidles with Turkey". 
Ingredients nni;,r in; listed heL^nnitiLi with the une th.ir wcii^iis the tiu)st. 

Ik'sr looti huv's 

i lic p, -his n.mr is to imiodjce \ ou to the kinds t)l decision Tuaking 

necesscir\' : -I for \ i)ur food tlolkii . You will <dso lc;irn to evaluate different 

fi,otl sto- ' - shopping list can he used to check several food stt)rcs and 

c'ompan ^. i • mss sln)nld he divided into i;roups and each i;roup should select a 

|c\uler. 1 'nsohihit'* the inf ot inatitvii securetl h\ tneinhers of their tijoup. A 

panel will ;ie,-d i^r^up Ic tdr. rs And thev in turn will ^ive ati evaluation of their 
shopping; exfHrK'nces. Voii are to (U^tennine the best huys. Do not overlcxA store brands 
and specials, 
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Sinokctl Hani 
Ki >asr i\)rk f Loin : 
Sparc Ribs 
Pork Saiisai^c 
Sirloin Steak 
T-Bonc Steak 

Turkc V 

Lobster 'I'ail 

Trout 

(H stcrs 

Bread 

White 
. i^ve 

Whole Wheat 



Mediu ni 
Small 
Lari;e 
Clhoeolate milk (c]t) 

TV f)inners (4 kinds) 
C"r«rn 

Orange juice (6 oz) 
Rice 

Puffed Rice 
Macaroni 



iVUMt"^". ■Per PouiuL 
l^acon 

W )rk (!hops 
Lamb C^hops 
[^i>Lnul Steak 
Rib Steak 
Rump Roast 

[*oultr\ (Per Pound) 
(]ornish hk'n 

Sea F o(n.l (Per PouncL) 
Shrimp (F-resh) 
Haddock 
Crabs 

Bakery (ioods 
Pies 

Hot f)og Buns 
Hamburger Buns 
Dough nuts 

Dair\' Products 
Butter 

Cottage clieese 
American cheese 
Whipping cream 
Margarine (pound) 

F'-o/en Foods 
French Fries 
C»reen Peas 
Fish sticks 

Cereals and Graiiv. 
Corn Fh\kcs 
Ricc-A-Roni 
Flour (5 pounds) 



I<eg of L.unb 
Cround Cliuck 
F- rankturters 
P( )rterhouse Steak 
Beef Liver 



chicken (FM-vers) 

Shrimp (Fro/en) 

Clams 

Flounder 

Pound Cake 
Rolls (Dinner) 
Danish Pastries 
Chocolate chip cookies 

Milk ('/: gallon) 

Swiss cheese 

Cream cheese 

i ie;JVv cream 

le^' cream {Vi gallon) 

Meat Pics (Small) 

Spinach 

Pizza 

Wheatics 
Shrcadded wheat 
Cornmeal (pound) 
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i -rriN . i '.il^b.iLir ( rots 

*r< -IM i: > K-,- ( 'cKtv Striiii; Ihmiis 

l>ri!s ('liiimilHTs r.L:i;pIant 

l\\u !u •. I-ruit: (iocktail '\Mrs 

( T.iii'hcirv S.iuci- Appli'saiiLc Corn 

I'v.is (Swccv'' Pork and Bcan^ S;ujcrkraur 

l*MM)at i.'(\s String hcans Piiic-ppk* 

I or Discussion; 

i. What tactoi^ Llctcrnnnc A)c ainonnr (?! mioik'v a ianulv spends on iocid? 

1. \\\\\ sliould uso a slioppini: li-r? 

3. Wliar in ioruKirioii can vou ucr troni rcatlinir a label? 
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Lesson 3 lou'l I'Linninu 



H(»w iinportaiit is l'u^'iI iiurtitinn'r (i<M)kl mitiiti' 
is closclv liiikrd r(» soiiu- (»f till' rliiiii'^s ui* ujiu tlu- mi 

.1 l;o()<I 'build . plivsicid fitru-ss, i^ood luMltli, .ind vit.dir\ . 
'V\)L pavolf tor iiood c.irini; lialiits dtu-s n(»t loiiu' riulit 
awav, ln»v\i'vcr, An cxrra [.'J.iss n\ milk nn Tluirsd.iv' is wot 
likely to produce a wiiiuiiii; pcrlormancr on tlu" loothiJI 
Held on Friilay. Ciood nutrition i^cts results wlicn ii 
practiced cvitv dav, A viood suppK' ol nutrients is i 
scntial to keep our bodies lunctit»nini;, to provide us wirli 
the enerr,y we ni'cd, and to (provide materials lor the 
contimious job (d rcd^uildini', I' ind tissues. 

A uuitlc to ^fxul nutrition 

To lielp lis plan i;ood meals, nutritionists have devebiped vvliat they tall tlif /i./s/i 
four. AltlioLiL'Ji tlu' name sounds like it nii|.'J)t Iv a new rtK k |;rimp, llic Basic lour icallv 
is a list of ' ssential lood ^.^,roups ami tlie mimbet ol servitij's li(»m jmc Ii llial we need 
every day. 

1. Vegetable and I'luit (iroiip iiuliuu/s all vci'/'ljbles and liuils, sutli as otJii^Ms 
ami oratu;e juice, I'^.rapefruit , ttmiahtcs, ( arrots, potatoes .md sweel poi,U(»cs 
cooked in their own jackets, |';reenbeans, and wintei' s(|u.eh. l our or nior<' scrvin)';- 
I'acli (la\'. 

2. Meat (Iroup ii, hnles beel, p()i k, ( lii( Li'U , e|'j»Si lisli, and sliclllish ; .is allern,iiis, 
dry beans and peas, pianuis, and peanut biilfer. Two or more serviuj's <'a( li day. 

i. Milk (Iroiip includes whole and skim milk, i(e < re.un, (liej se, buffer. I (»ur or 
more scrvirips e.K'h d.iy f<»r teena|'ers, t ,<> »r more lor .i<liilis, I wo lo ilnee in\ 
{ hildreri. 

'1. I'>rea(l .fml flereal (iioiip rut hides bread, t(»oked and r<'a<ly t(i eal <ereals, 
cormneal, iuul ',p,i|'Jieiti. l our or more seivin/;. ea( h day. i Jse eiiri( h<'d pioducis 
when po!»sib|e. 

It is e.jsier to l)e well b-d if yon have a lot ol rr)oriey ta spend, but ii is possible 
to uia' the Basic Tour at dillereni i osl levels. Tlie ineriiis shown on the next p.ife 
illustrate how .ui a(h cpnte diet cm be provided at dilb rerif h vels of spending',. 
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()\\L- \\A\ tu ki'Lp track ut" which too^ls .irc in plentiful supply .uul attr.ictivcly 
prii-c 1 is t</ vv.itch tlir foful p.i^rs n( tlic ni ws|^a|u-rs. Monic economists .uul marketing; 
•.[n ciahsrs in t!i^; (,^'Mprratuc I! \ rtii^iuii SvTvi^r pr; )vith; newspapers witli new in lorniati. )n 
alx'Ut |ilt:ntitu! IoocUlalma we<.'k. 

New'S|)aper ads are our nniin source ol in ^"orniation on specials. Acivertised sj^ecials 
..re an invportant |Mrt oT a store's etiorr to win new customers and liold their present 
(jues. Tlu.A Mlfer smart slioppers .i cliatiee hotli to fill DUt tlie week's n.'Miu ;it lower cc>st 
and to stock u|*' lor the rutur(\ 

Al t L I I he . kitiu on sU|H'rn'arket beef specuds in several of our hu'i^e eini s, 
C'MiMimers Unlun concluded that specials **;ire likely to vield suhstantial saving;., over the 
s.irii'- cuts ;!t rej,nlar |)rice. and at no loss of L|uality." They found saviMt;s ol IH to 33 
percent on the cuts they checked. 'l1iey also iouud ti);U it was difficuil t(. juake 
n'eanini'fnl j-irit e comparisons ;nn(nu; stores because trimming practices differed so nnicli. 
I'- ,,ne Lase. Iirv found cha'r. offerini; sirhnn steak at Si. 45 a pound, while a major 
Competitor was chari'jni: SK3'^ 'I'he h i^';her |):-icc d sjiccial ac:u.dl/ was the bctti r buy 
its cost was $2.66 |)er edible iiound coni|)<ired to S4.H) |)e:' edible pound for the 
low |)riced s|H'eial. Cionsuners Wnitni also found that (.juality differed amon^ superi. arket 
ehaifis. Some chains consistentlv offered a better qual'ty nuat tlian cjthers. Experience 
with eating c|ualitv antl tri-u'iiii.t; , Met ces has to In* considered wnen evaluating a store's 
meat specials. 

Slio|)|)ers should remember that not everything in a store's ad is a special. Some 
items are advertised because the store wants to :.n;)hasr/e their everyday low prices: 
otiier iti-ms are advertised because the manufactuiei h;'s paid part of tlie advertising cost. 

Mcononii/injj; wisely 

Menu |)lanners can cut family food c()sts and still serve well-balanced meals if 
thev follow some simjdL' ti|)s. 

1. Meat accounts for about one-third of the food budget. Eeonomi'/e by using 
substitutes for meat as a source of jirotein. S()me economical sources of protein 
are cheese, canned fish, eggs, dried ju-as and beans, and peanut butter, 

2. Combine meat, fish, or other high protein foods witli extenders sucli as noodles, 
S|)aglierti, macaroni, rice, or |)otat()es. 

Cut chiwn on snack items. Soft drinks, potato cliips. and candy are liigli in 
calories but contribute jiractically nothing in tlic way of good nutrition. 
4. 'I'liink twice and tin again before cutting down on fruits and vegetables or on 
dairy prculucts. Many families' diets already are too low in these fcKxls> if it is 
necessary to cut costs, find sid)stitutes; for example, u.e canned instead of frozen 
Irin't, 
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Hccicliihi wh.it V'»ii 'Tjlly nccJ 

Alt imp' rr,, lit srvp in >iiiiJi't menu planning is iL;citiini; wliar vou rcallv weed ihc 
kin.i ot qii.ilitv .Kul ilif tiulii ^.pi.mtit ics. It is n(»t, .always necessary tt) buy rlic lu-st 
Liualitv. Loss o\ponsivr i^ratics and cuts oi beef .ire tine lor making stews. Lower quality 
truirs aiul ve^erables can lu' used when appearance is not important. For e?;ample. slii^litlv 
blcmi^lu-d iiunacoes can alw<iys be cut up and used in stews. 

I'iie sin^irt shopper will K -Ti how t(j jucige the quantity ol (oud tliat i.s needed tor 
a scrviuL',. 'fhe number of serviniis m1 d poi'md of meat differs according tt) the amount ol 
bone, iat. ami inedible p'>r' ;'s. Cut' with little or no fat or bones provide mt^re servings 
per pouiul than curs witi; . /i . .leal bune. gristle, and fat. 

lor Discussion: 

1. Wliv is a L^oud suppiv ol nutrients essf "Utial 'r* 

J, Wiiat b.ur categories make up tli ■ i'.'-.ic F-our fooci groups? How many servings from 
'Mi ll i.'.ronp '.hould sr)meone your .■ ; • t each tlay? 

L Nauie four wavs in which we can iujprove our eating habits. 

4. When are the price.s n{ iVesh iVuit and vegetables highest and lowest? 

•). Plan a menu lor 3 days for a lamilv of four, with two sclujobage children. Using the 
L>asii I'our list in the text, place the appropriate letter to indicate the food grouping 
next to (In (oods si lected. Sample is given beb)w as a starter. 

p,,vakfast Lunch Dinner 

orarjge juice flood gr* >up 1 ) 
scrambled eggs (2) 
toast (4) 
milk (3) 
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lUjvini; (-lothini; 



Alth()Ui;li must us scKlf/iii 

think i)i our clotlu-s in this Wdv . tJothcs 

■.irc rcallv n'kintl of jvjrtuhlc environment 

witl't which vvc SLMT(nmtl ourselves. They 

protect us from sun. wind, anJ ct")Kl. Vvn- 

vidinu a portable shelter is not their only 

function. Innvevei*. If all we wanted from 

our clothiui; was shelter, we niii;ht l',o 

.U'ound in pup tents witli holes cut out 
for our heads. 

Our interest in ilotiies t;oes far 

beyond their (unction a.s shelter. For 
most of us, ch)thcs are an expressi(jn ol 
our intlividuality. We express .airselves in the styles and coh^rs we |Hck ami the condn- 
nations of clothes we put t(jj;etlier. 

At the same time wi' use clothes to express our individuality, we also use them to 
siiow that we belong to a particular |;roup. Although hi^h school students pritle 
themselves in the individuality of their clothes, they actually wear the same type of 
clothes as everv r)ther student. Stuilents are not likely to he mistaken lor busim:ssnien or 
housewives. Cilothes can be used to demonstrate ^roup membership in even more threct 
ways. The athlete shows his team mend)ership when he wears his letter jacket. Other 
stutlerits demonstrate their school pritle when they wear clothes in scho<jl colors. 

Clothin^i; serves several impcjrtant purposes, 'f'his is why we nei-d to keep in mind 
both functional considerati(Mis such as durability, comfort, arul ease of care, and aesthetic 
considerations such as style, pattern, arul color. 

PlaiMunj; your purchases 

Some people act. as if they think about nothing but what to wear, while others 
hardly seem t(; think about it at all. S'ome balance between these extremes is needetl. Ncj 
one can really afford to neglect his appearance. Just as we use clothes to express 
ourselves, other people use them as a way to jud^e what kintl of people we are. if 
someone looketl at the clothes you have on now, what woukl he think of you? Would he 
think you are sloppy, tlull, lively, sporty, <>•■ sociable? Whether we think it is fair or not, 
others do jud^e us by (nir dress and our appearance. With a little effort, most of us can 
make a f^ootl a|)pearance. .Vhile not everyone can afford to buy expensive clothes, there 
are few people in this coururv wlu) cannot afford to be neatly dressed. 
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DctcrniiiiiiiL^ your needs 

T<t he well dressed. v\ e lu-e'd stimetliiiiL' more tlian a iiiiscellaneiuis collection of 
slacks, sweaters, '.kirts. and slioes. To rccdly meet (-ur needs, a wardrobe must be plaiine(1. 
l)ased on tlie kinds of tliini;s wl' lIo and tile kiiuts of [places we t;o. 

'I'o bei^in with, we must consieU'r all our diMerent activities and tlie kind o{ 
clotlies we need tor eaci). I-'or example, this mij.dn be our hst: 

.Scho<;I C^luirch 

Sports After-scliool job 

Informed social events Home cliores cleaning, workinii; on a car, 
i)ress up social events yard work 

(dotlii'S for one of tlie categories may also he used in another category. Ckuhcs 
suitabh- lor scliool usn.illy are also Hue lor informal parties, dotlies for dress-up social 
(occasions niciy be worn to church. Our needs vary with the seasons and changes in 
chniate. I\-opIe who hve in the midwest and northeast will need a more varied wardrobe 
than those who live on the west coast and in the south. 

Takini; an inventory is tlu* best way to sire what you have and what you need. 
This simply means goini; through all your clothing and making a list of what you have. 
Inventory taking is also a time to review the condition of your chnlies and to get rid of 
things that you luive outg^rown or are not likely to wear again. When you decide wliat to 
keep, then you can determine the- additional things you need. 

Inventory rinu' is also a good rime to study your v^'ardrobc to see what it can tell 
%oii about your tastes and preferences. Which items do you like best? Which items have 
en most useful? Which ones do you hx^k your best in? Which ones do you feel most 
, nfortablf in? Your answers will help you learn why some of your past clothing choices 
\ ' successful while others were not. 

Deciding on additional items 

When you have your inventory completed, you will be ready to begin deciding 
what a iditional items you need to fill (Hit your wardrobe. You might not be able to 
afford everything, you want to buy, but a long-range plan will help you get as much as 
possible. 

M(jst of us can affcjrd to buy relatively few new items in a given year. This is why 
it is important to make every cli(nce count. A hoy from a typical middle-incotne family 
might, for example, buy the following, items in a year: 

^ 4 pairs of slacks 

4 sport shirts 

1 jacket or sport coat 

\ '\ pairs (d !;hoes or sneakers 
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\\,. , ii! r ^ .ii1m\\ [iiii.il iiijii^iii Inr crt<Ts and poot lIxmccs. 

■Y\r^rr .ifr vwih' iri'. ii!/ -.f/.irt-w', Mi.it .,tii lu'lp Veil srr'.Ti!) a limited cl'>r!iiiiL'. hiuluc-t. 

choose vrisjtilt.' ir-'iiis 

\\ i.,,,ril( nr.. .iir . .lu's ili.tt liavi' M'vct.il .iilliTiMt functions. TIk'V niav lu' 
MiiraM- t-f MiMir rliiin oiif srasuii i>t tlir vcar: ior cx.unplf, ihc raimoat witli a /ip-in 
lining t-i I'-M '.vr itln i. ( >r rh. \ in,i\ vrtsatilr hctansr thcv can bo worn for tlitttToni 
fvpi't. ';f ;)Ma'i';n, i-; rx.unpl''. a l\i^!f difss uliosf appcarani'L" tan he cliane.ctl by 
wrarini' trifffrcnr .u r fss' >i"i''s. 

II' V HI \)Avc n) -n nirnn v lu spnui, yun can afforti tu tlcvfloD a nii>rc' r,pcciali/otl 
w.irdi'.bi-. Y'Mi (t;;iKl. tMt csjniplc. rliot^sr a W that looks yrc.\t witli a particular shirt or 
a SL.irt that i\in-^ with unlv » particular blouse without worrying that they cannot be 
use-l with other it'-ms in ■ our wai(lr<)be. 

(ajorthnate tolors ami styles 

!(■ VMin [mikIs are liiniuil, you will also want to y^wc some thought to another 
knul oi' versarilirv Inivin^; clothes in colors antl styles that [;o well together. An 
example wouh! Iv- ii sweater that looks gooti with several (liffei'ent skirts c^r patits. This 
niiL'ju, mean buvini; i lollies in shades oC blue that ^.^o well togetlier, plus some clothes in 
colois (hat I'o wrll with hhu- pc-rliaps yellow or red. These items plus some in neutral 
e,,|r,r.. MK h as whitr. ofT while, antl tan, will \h) together well in all sorts of 
combinatioie.. Sm li a varietv ol possible eombinat it)ns will make a wartlrt^be seem larger 
\ han if i eallv »s. 

St ii k to basil s( yles 

Many clothing, Ui iiis aie discarded h.ng belore they are worn out because they are 
no long.er in stvle. If yf)Ur clothing funds are limited, you will want to choose styles that 
:.;t;,y in f.ishiou lor sfveral vius, espetially lor more expensive items such as sptjrt jackets 
or a gooti dress. Lf )nger last i ng, styles are usually simpler, less extreme designs that will be 
in goiul taste aiul a.tracrive ior several years. 

II v(>n like the latest styles ami have little money to spenti, your best bet is to 
limit voutsell to less expensive item?, SU( h as s|K)rtswear ami casual wear. 

Selecting ( lofliing 

III .iddition to pri(r, f>tln;i consitlerations need to be taken into account in 
(hoosing clotliini'. " . 'tyle, fiber ami fabrics, thirability, and case of care. IV'o|)lc 
may have different itieas on what is important. Those who arc especially concerned about 
their app' arame aie likely to pay more attention to color and style. Others may be mt)rc 
(Mineined abont diual)ilii\' ami 'm'.<' ol care. 
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C!()l()r and style 

\\\' {>\U'\\ foiijLt about our own natural ct>!()rinL; when we cIuhisc. *l'lie lact is that 
ft IN lias srNi imI D.itm'al i. * )K ^riiii: tcttui'L-^ :lu- c*)Iur kA (tuf hair, our skin, .uicl our 
i'\cs th.i[ sliouhl he t < Mi^iihrevl ^^lR•n th^Msini: clothing e(J()rs. 

l-'veii wlu ii we do think ahi)nt our natural eohfritiv; we often i;H)Up hair. eve. and 
skin eoh)rs in liroaci ealei^t^ries without realizing all the variations within each catcgorv. 
We classily [)eo|)le with lirov/n-ti: een , brown t;(dtl . Ii^lit-hrt)wii. and chirk-brown e\'es as 
havini; "brown e\'es." We do rlie same with skin eolor we elassifv pecipic as eitlier 
wliite. black, or Nellow. Yet ' .ve look aiound wc ean see tliat skin colors vary witlelv 
wit' .1) tliese thiee earei;orics. 

Anioni; wliiu' peopk-. skin times ma\' \'ar\ from (air, with a hint of blue, ro pink. 
Kedlieads' skins mve orani;e tones, iind those v.'irh (dive e()ni|dexions have yellow skin 
tones. Tin' skins (d black people show a similar ran^e of tones. Some are more vellow 
than or.m^e ;m tone, while darker skins m.iy have underlvini; tones of red or blue. 
Orientals' skin tones als(j varv wichdv. 

(ilotlinj.; specialists have develop(;d a number o( sii^^;estions about the most 
pleasint', combinations ol ( lothin^ colors wdtli skin ccdorin^. Once vou are aware of vour 
skin colorini;, you can be>;in to do some thinking about clothing colors for yourself. You 
can study pictures in nnii.;a/ines to see what cohns h)ok best on peo|d<; with coloring 
similar to y(Mus. We eacli liave our own nnii.|iie natural coloring, and [:»icking clothing 
colors that y.y well with it is one way wc can enjphasi/e our individuality. 

Cdoihini; exp<'rts a!s(; ( an lell you whitdi ( lothing styles best suit different body 
tv|)es. d'hey suggest, for example, that shortej- peojile choose styles with vertical lines. 
This might be done l)y choosing patterns with vertical stripes or avoiding colors tinit 
contrast to<) sharply above and below the waist. I'or exam[de. a inediLirnddue sweater 
instead ol a winte one to go with a nu'dinm blue skirt or slacks would be a good choice 
lor a \h()rt perstui. I'liere cUe also sug[^estions lor heavy people, thin peo|de, and so on, 

l il)rrs .ifid labrics 

(Consumer product testing information (an be a useful guich* in selecting many 
products. Sfnne ( lothing, items are tested regularly men's dress shirts, T-shirts, and 
raincoats; wt^nen's hosiery; and (diildr(Mi*s jeans, shoes, and sneakers, because of tlic large 
number ol fabrics and liber combinations used, the large rumibcr of inanufaeturers 
involved in producing labrics and clothing, and the use of store brands by many retailer:;, 
the miniber of c lothing produc ts to be tested is too hirge to handle. As a result, feasting 
(dTorts have been ( one cntrated on products produced by Inrge manufacturers tliat can be 
readily identifh^l by tindr braml names, 'i'his leaves the consumer without any 
product-testing', information to guide important purchases of wool coats, sport jackets, 
g,<KMl dresses, and so <m. I'or these itons, the i onsinner must learii how to judge the 
ipialit y ol labri( s and 1 ibers. 
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Fiber label mu 

linnv ^li itri\ t .11' 1','. inu VV irM W.i'- I! ,i iiumbrT o{ iicvv iiKMi-m.Kle I ibers .ippciirctl 
(,n iii.i'f.<;. (m 'i '.'..e ni.itN''r''! mik!''!' >^\\n \v.n\i ikiiii", and e< »n\utn<.'is Iuk.I little 
w;iv 4-1 kiiMVAMU' wl)i{ li b,»(i siniiKir eh.ir.e.Ter'isrics ,nul ^.vliich (liltered. To helf^ rite 
C( ,11 .Liiiii T. ♦ ihm! . s wrii,' tliw iopcil fn) fiianmaile fibers wiili siniil.ir cbefiiieal 

CMiii|v , >if i' le ^;1k.'I) the '[e\!tle I'ibef Pi' liiets i'lenritic .ninii Act took etlect. 

inaniitjUur-i . v.crr .cjuir'd r > label t:ibii<s Vvirli the fannU (i>r ^mei ic ) names ol tlie 
\]hi \s iise(b haJe iiainr-^ wie al-.o listed: t"! . xample. tlie labv^l on a p*>lyester e()rtt)H 
bK;ii,l fabiir Miii'Jir lisr G^^"',, Daefw; ftbe ir.ide name <A a polyi.'ster liber m<i(.le by M.I. 
dni'ont de Nrniuii:'; ^ c "o ; pnlveM'T ftlie bunilv name'. ! f/'f' eotf )n (also <i lamlly name). 
All (<'\rilr pi')dti([\ mils! b«' labtdt-d. aiMl the labels must list fibers in order by weight 
and |)er( i-ntaiM-. l ibeis rliat make up K'ss tban 5 percent by weight can be listed only if 
r},{ V have some special linu tion. Tliis is ft) eontrol attempts to eonfusc consumers by 
listing', small ani'>mit.''l expensive' fibers. Mamilacturers are also re(|uired to provide 
vvasl)ine,of elcaniiii', in -I n:c r ions on a labe! sewn in tlu* garment. 

r'abri( linislii'S 

Srveral '.p.tial tinishes ba\'e been tb'veloped to imp''.\- labnc perfornuince. The 
iiir)sr lainilia' i. tlf permanent press finish, which helps ^'aiMiL-nts retain their shape and 
resist 'vvr in k I i i ii/, when lanndeir-d ')|- tln elraned. This limT is iimdnnMl by applying a 
resin lompMund tr, the fabric, lollowetl by a heat treatment that |H'nnanenrly sets the 
fabrii- in ihe desiied shape. 'I'his fniish is now used on a wide variety ol chitbing, 
espe( iaIU with polyestet (■ott{>n blends. Manufacturer's iustrnctions usually state that 
permanent pn '.s items sliMiihl be niaeh ine washed , tund^led dry, and removed from the 
ihver as S(.<,n as iln'\ air dtv and then placed on hangers. IVrmaucnt-press finishes arc 
St »f tened b v heat , 

Stains are a problem in cotton-polyester perinaiuMit- press fabrics because both 
polyester liber and the periJianent press finish havt a tendeney to attract oily stains. A 
(ommon piobh'in is the ikii'. rinp^ around collars and cuffs that cannot In: washed out. 
'\'\)c problem is lased by the use ol soil release finishes that permit soil to be released 
lroM» the labric more easily during, washing. Such a finish is Scotchgard Dual-Action 
I-abric Protector, which provides both stain resistance and soibrelcasc properties. 

Water repidlent finishes also are available. I'abrics treated with these finishes resist 
the absorption aJul penetratir»n of wat(»r for a time, but arc not fully waterproof. There is 
a varietv of waiei repellent linislu'S, including, the (aavcnettc finishes and .Sybnier. These 
finishes van in how well they resist the effects of lauudcM'ing atui dry cleaning. Atiother 
j'.roiip of fniishes repels water and resists water and oibborne stains. These finishes arc 
l)ased on fluorocarboii (r)inpt)imds and itulude ScotcbgarLl and Zepel. Ycni should note 
that somr' fibers. sn( h as nylon ami polyesiei . have water repellent c|ualiries without 
sp(M iai finislies because tbey absorb relatively little wat(.'r, 
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Slirinkauc in fabrics c.tn 1h c()iirr( hv spccijil iiiaiuilacturinL; processes, sucli as 
cIk' S <iitr;ri/.cd [)roccss. or bv chemical tiiiisbcs. Sb rinka^c-control finishes include: 

Saiitcri/ed, Kii^nel ^^-(jtrMii fabrics'; 
Sanforser f rav' 'iT, 

I^lk Nit. Reilniaiiized V'uCton knit ^^uods) 
Lanasct, Wurlan 'Wcxd; 

When ^bri^ka^e conrri)! finishes .ire used. raL;s should in^licate the anuunu of 
sbrinkaue that c<ni be expected. 

and fir 

Although si/e stan^hirds have been (.Icveloj/cd for clothing by the clothini; 
indusrrv. rhev are voluntarv. Many manufacturers make adjustments that thcv believe are 
necessarv for their own operation and customers. As a result, the fit of a particular size 
will vary amoni; manufacturers ami, over a period of time, even for the same 
manufacturer. 

Pd- fir may result from the choice td the wrong size or of a garment that is 
b.idly p]<-'r • > lied for the biiihl of the wearer. Examples of batlly proportioned 
garment;. ■\ i >nes that are too narrow in the hips or too large in the shoulders for the 
wearer. A well-fitted garment shouKl provide an apprt)priatc amount C)f case. This is the 
extra fabric needed to alKiw ft)r hfjtly movements, if there is too little case there will be 
wrinkles in the fabric, such as the strain marks seen across the front of skirts and trousers 
that are to(^ narrow acrt)ss the liips. If there is tot) much ease, the garment will seem 
b.iggy and too loose. 

A well-fitted garment will lie close ttj the hotly around the neck» without gaps in 
fVt)nr t)r in back. Slit)ultler seams sht^ultl lie in the center t)f the sht)ulder. Sleeves should 
be the correct length, antl the garment shtuikl be cut so that the wearer can raise his 
arms without the garment pulling excessively. 11ie waistline of the garment should fall at 
the wearer's n.jtural waistline. 

Caring lor clotlics 

We spent! a gt)otl tieal t)f mt)ney t)n clothes, antl they tiescrve to be treated like 
any t)ther valuable investment with care, Clothes that are taken care of will last longer, 
antl probably even more impt)rtant, they will lt)ok good for a long time. Good care 
involves taking care tjf ( lothes on a tlay-to-tlay basis and using proper cleaning 
proeetlures. 
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I'vcrwla V cai v I of c lot 1: t s 

(!l'-.rh'/s n!}miiM !h liniu: up .t^ r ^^ hm \ nil t.ikc tlK'in otf. V. riiikK's Ikhil! out 

tjuic-kiy wiifii .Mr Still '.V.i!'!!l l^illl buj's lir.,! alul sliululv d.mip tl'')!!! h'..Jv 

(uoisiurc. I \r p:hi(K.Hl oi ^iMpcil lian^crs Imp t oats ami jackv'ts to l)«/lp these irfins keep tlieir 
Nlwij^e. dorlu.-': iifiT \)>' trnwdcd too closely in rlic closer: tlu-N' slioiiKI be allo\^ed 

rnoin t-'^ .iir. Wool in (^.irricular rends tt* .ihsorh (ulors ir not allowed to air. 

{^•rh ilorhes aiul shoes last lon^^er if \'oii can rotate tlieni instead ot \searini; 
the s.ini'j clodics ■ loir ot shors several davs in a row. Kotatini; clothes gives rheni the 
rest thev iwcd ■■ • - Irv out and resume their orii^inal sha[K'. I'o protect i;ood 

ch)thcs iVwni spi' ' • . change to w(»rk clothes before you cIm chores around the 

h'-use. work < >u \\r . . < >i ii.dp in the kitclu'n. 

Mend clothes promptly. Tins will kee() ri()s and tears from i;etting bigger and will 
keep loose buttons \y:>\\\ ^;etting lost. !>oys as wa.-ll as girls should learn how to make 
sinipK- clorhinw rep.nrs. ( hir of seas(Hi ch^thes should be storeil tcj protect them from dust 
and moths. 

K.iinwi.tr should he used when needed to (Protect clothes. Irs use will hcl() avoid 
c.Ntr.i cleardni' and ()iessing bills. V/et shoes should be srulfcd with paper (shoe trees 
nnuhit strco h tb<.in too much; and allowed to dry slowly away Irom radiators and hot air 
vents. 

l or Discussion: 

1. Muw can high school students' cb)thes express both indivitluality and group 
mend)ership at th*' sanif rinie?^ 

2. When rakini; invemorv ol the articles of clothing you own, wliat else should you do 
besides simple making ;i list ot tlir things you have? 

3. Win is it useful to dioose versatilr items when sebitiDg clothes? (live some examples. 

4. M.ike ;in inventory ol the clothes you own. What otiier articles (.^f cdothing do you 
need 

n. Mow wr>ul(l your war(h-obe needs ditfer if you were working in an office instead of 
goini', to schooT'' 
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Lesson 5 



IX'cidini; on j Place to Live 



TrcjiTi rile lie^iniiiiii; 
of eivili/iuioii people lidN'e 
looked [(,)r .i place to live. 
Tlie cave peoplu IkkI eaves, 
tile tree dwellers had the 
trees, the noinatls liati their 
tents, and so on until the 
house as we know it e.nne 
into beinu. 

Praetically everyone 
Wants to have an attractive 
and com l"{)rtctblc* home. For 
Some people, this means 
tirulini; a sc' al^lc- ipartmeiit 
■-.r hoiis.' to rent. f'{)r otiiers, 
it mear ■ fulfillini; i.!recuns of 
ownini^ Iiome. When we coiisitler the fact that housiiii', is the seeoiul largest item in 
most family iuuli^ets (the largest is footl), we i;et a lietter umlerstandini; of the im- 
portance of tiecitling on a place to live. 

Whether to rent or luiy a house is a tlecir.ion that shouKl be basetl on more than 
just money. Many people tiecitle to buy because owninj; a home i;ives them a .sense of 
independence ami security that they do not ^et from rentini;. Cither people rent because 
they want to be free to move ab(Hit without t(»o nuudi d if ficultv and th) not want to 
invest their savin|;s in re.d estate. But whether you decide to rent nr buy, the satisfaction 
LMined from the ri^ht home can lie one of the greatest jovs in life. 

One rhini; that affects a familv's needs is the stai^e in the family life cycle. The 
family life cycle includes the stages throui;li which a typical family nuives, beginning with 
the formation of an indepentlent household, followcnl bv marriage and the formation of a 
fimily and ending with the death of the survivmr, spouse. Most pecjple go through all 
these stages; 

Young singles 
Newlyweds 

Young family consisting of parents and young children (known as 
'*nestduiilding stage") 
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tiill iiL'^r stai^i' 

I )i;lt-r i;-:upu's •vMtli 11^' rliilili-ci) .i^ IkjUic f s( »inctniU'S hihrlcd "th^- 

(.'iiiptv iicst st.ii;(-'" ■ 

Sirii^lc .I'liiir living almu- surviving.: sp<uisi' In-iiii^ in si'p.nMrc c|U;irtcrs) 

f^copK; (M'L'lVr liviia^ in a rented .ip.irrniciit Ix'CMii^c (hrv do noi want 
till I, -.pr^nsihilitv oF In^rnc owiRTsliip c.r du* lar^-: financial investment ir rccjuiivs. 
Aparrnicnt living enahlrs lliem {i> enjov rlic maximum in ^-on vonience and comfort with a 
minimum of effort and investment. 

The majnrirv ot younii eouples lu'i^in their life t()j;ether in a rented apartment or 
house. InccHP.e and savings at this sra^e of life are usually nut enou<;li to make a 
sul)stanrial down pavment on a luune. Kentini; gives new fiunilies a chance to decide 
-.vnat tvpe of lioine thev want and where they want it before they invest in a luMue of 
their own. 

F-ainilies with i;rowini; children or with youngsters in school otteii find that their 
housini^, needs can best be met by buying rather than renting. Income is usually higher at 
litis stage of life than it is in the earlier years, and the family may be ready to make 
long term investfrients. Owning a house usually offers the advantage of additional space 
an important consiLleration for fannlies with growing children, 

An older couple whose children no longer live at home may find it convenient to 
sell rheir house and rent or buy a smaller house or an apartment. Their need for ipace 
has decreased, and their income is sometimes lower. Thus, they often find that smaller 
living quarters are more practical and tiesirable. 

Determining your res<nirces 

Most families find that they cannot have everything they want in a house because 
of their limited resouices. These resources include their financial resources, the spare 
time and energy they have available for home care, and their special honic-care skills. 

Two kitids of financial resources affect housing decisions. Monthly or weekly 
income determines how much a family can afford to pay for rent or mortgage payments 
each month. The amount of savings determines whether the family is in a position to 
think about purchasing a home, if the family has enough money for a down payment, 
plus the other costs involved in purchasing a home, it can consider buying a home. 
Young fannlies and single people usually have n< ived enough money, so they have no 
choice but to rent. 
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The anicnint of time diu! energy that f.unily incnilxTS atc willltu; to spend on 
fioine care also intluenccs housiiii^ t"hoiecs. Young singK^ people usuallv do not \v,int to 
sp \\d their spare time mowing grass and raking leaves. An apartment is better suited tor 
their needs iind wants. Individuals' special skills in home repair and eare also may have a 
bearing on their clu>ice. Those who are skilled at painting, repairs, and decorating inav 
choose to-buv a house that is in poor condition but ct>sts less. The\ can tix it themselves 
and use their special skills to cut housing costs. 

Evaluating the alternatives 

The choices for the housing slu^pper fall into t' general categories: buying an 
apartment or house, renting a house or apartment, and Duying a mobile home. The first 
two categories, renting and buying a house or apartment, are most common. The third, 
buying a mobile home, usually involves both buying and renting. This is b'^'tnuse the 
typical mobile home owner rents the lot on which his home stands. The at'vantages ot 
each of these three categories will be carefully examined. 

The advantages of buying a home 

Many people dream of the day when they will have a home ot their own, a home 
with enough bedrooms, ample closet space, and plenty of play area for their children. 

For most American families, buying a home means undertaking a long-term credit 
purchase. This is the larges: ^ .ngle investment that most families ever make, so it deserves 
careful consideration. Some of the advantages of owning a hc^^'* are: 

1. Making payments on a home is one mc* d of savnng punmatically. The owner 
builds up an equity in real estate, instead >f i VTcly c llecting rent receipts. 
Owning a home is an investment. 

2. Buying a home stabilizes the long-range cost of a family's housing. The 
homeowner knows what his monthly payments will be, and he knows that the 
amounts of these payments will not be increased. With some degree of certainty, 
he can also figure the amounts that he will pay in taxes, insurance, and 
maintenance. The renter has less assurance of what the long-range cost of his 
housing will be. 

3. A homeowner has a feeling of security and independence. As long as he continues 
his payments, he need not worry about where he is going to live. A renter is not 
always sure of getting a place to live nor is he always sure how long he can stay 
in his rented house. 
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4. rlicii* .III' svunc tiv iiKaiitagi's in owning a lioiiic. Property taxes and interest 
eliar^es on a iv.i-; < are both valid ineonie tax deductions. A person can pay 
rent ot S3. 000 a \ t .u . and none ot it \s ill count as an income tax deiluction. A 
lionieowner. on rlie v)tlier liaiul, can pay the same $3,000 a year, but S800 might 
represent property taxes, and J 1200 might represent interest on tlie mortgage. 
The luMneovMier would have a :,^0(H) iruroine r,.\ deduction tliat tlie renter does 
nt)t liaye. 

X The liomcowner otten lias a better credit rating. In addition, tlie equity in the 
luinie investment can be used as security to borrow money for an emergency. 

6. The liiMTieowner can arrcinge his home to suit his own taste. He can change room 
dimensions by adding partitions. He can add closet space. He can landscape the 
lawn any way he likes. 

7, The homeowner experiences pride of ownerlisip and a feeling of security that 
helps to give him peace of mind. 

The advantages of renting a home 

Renting a home also has advantages. It gives a family a chance to get to know a 
neighborhood or a community and decide whether or not they want to live there 
permanently. Those wiio prefer to rent offer the following arguments in fr.vor of their 
positii 

1. There is a limit to the financial risks involved in renting, if a person's income 
decreases, he can Icayc a rented apartment or house with little sacrifice of savings 
or investment, 

2. People who rent arc not tied down to one spot. They are free to move to bigger 
or smaller quarters, to leave a deteriorating neighborhood, or to accept a better 
job in another city. In the lifetime of a family, there may be many reasons for 
moving. 

3. Renters seldom have the responsibility of maintaining property. They are not 
faced with unforeseen repair bills that may upset their budgets: the landlord carries 
this burden. 

4. A tenant who ha.^ ' me can easily budget for housing, since rent payments are 
the same each tor the term of the lease. Rising property taxes and 
operating costs o ^ ever, affect rents. 

5. Renting is sometimes cheaper /nan buying. This is because the renter avoids the 
real estate commissions, property transfer taxes, and closing costs that buyers 
must pay. 
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rhc advantauis oi hvivinu a mnhilt* Iiomk' 

A.s (>()iMtcnl ^niT t'arHcr, iiu* rvpical iiiohili' liomc hu ci is hotli a buvcr arul a 
rciuci. While In l>ii\s niohiK- lh»nic. Ik* UMiallv umus tlu space nv. wliicli it is located. 
New niohile lioiiies provide a pleasant pl.icc live tor a relatively Icuv' monthly (nitlav. 
Thev c.iii he pllrclln^ed c«>niph*te with turnirure it desired Mobile h(Mncs have several 
appeals. . 

1. ("iiiatirini; is easv (o arrange, Alrluui^;!! interest rates usually are higher than tor 
house [Purchases. t!iere are no larj^^e clositi^ C(^sts at the time oi purchase. 

2. Ikwuise of their ccMnpact si/e. the low-upkeep materials used, and small lots, 
m'.)hile homes are eas\' to maintaiiK 

3. Alth(mt;h most mobile homes are not moved after they are placed in a park, they 
can be moved it necessarv . 

4. The mobile home owner, like the house owner, is free to modify and redecorate 
to suit his own preferences. 

Things to consider in selecting a olace to live 

c^nce housing shoppers have some general idea ot their needs, their resources, and 
the kinds ot alternatives available, they can begin making a more detailed investigation of 
the choices available to them. In evJuating each possible choice, several things should be 
considered - distance from jobs and stores, community, quality of the neighborhoodt 
inside and outside space, and other things to consider. 

Distance from jobs and shopping 

Most people would like to live close to work and shopping areas because of the 
savings in travel time and transportation costs- Rents and house prices are affected by 
this preference. Homes close to cities are more expensive than similar ones in outlying 
areas. Some people are attracted by the lower prices in outlying areas and decide the 
extra travel time and transportation costs involved are worth it. Not all home buyers and 
renters realize the extra costs they will face, however. They may find that the family 
needs a second car and that their auto operating and repair expenses are far higher than 
they had expected. 

Community 

Housing shoppers in most urban areas can choose among several different 
municipalities, each with its own separate government. An unexperienced shopper may 
not realize that the choice of a community can be just as important as the choice of the 
house itself. It influences the amount of taxes you will pay and the kind and quality of 
community services you will get for your money. 
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Your choice of community may also influence your enjoyment of your home» for 
communities differ in control of air pollution, noise, and heavy traffic. Municipalities also 
differ in zonini; laws and practices. Some zoning laws are inadequate or subject to change 
because of pressure from big developers and commercial interests. A home buyer in such 
a community may find the value of his home and privacy destroyed when a seven-story 
apartment house goes up in the vacant lot next door. 

Neighborhood 

The immediate surroundings of your home - its neighborhood - will have an 
important effect on your satisfaction. Are the streets clean, well-lighted, and 
well-patrolled? Is there noisy through traffic, or is the street quiet, with only local 
traffic? 

Does the neighborhood look attractive and stable? Are the buildings kept in good 
condition^ or does the area show signs of becoming rundown? Is there an interesting 
variety in design and architecture, or do the buildings look like they were cut out with 
the same cookie cutter? Are there enough trees and landscaping to soften the appearance 
of the buildings and the streets? 

Do the other residents seem like the kinds of people you want to have as 
neighbors? Young people often prefer to live near others of the same age, and many 
young families want to make sure there are nearby playmates for their children. 

The inside and outside space 

When looking at an empty apartment or house, it often is difficulfto picture how 
it will look when furnished. How well will the usual furniture pieces fit into the plan? Is 
the space laid out so that large pieces such as sofas and beds can be arranged easily? Or 
are the wall spaces so cut up with doors and windows that there is little room for 
furniture along the walls? 

Another consideration is how well the plan and the room sizes fit your life style. 
Where would you place yourself among these groups? 

1. Economy Value Group - concerned about good practical housing that gives good 
value for the money spent. This group puts more emphasis on space and 
durability then on special design features or extras. Family life is informal. Meals 
are usually eaten in the kitchen, and as a result these families put little 
importance on a separate dining area. Watching television is a favorite recreation, 
and this needs to be taken into account in living-room planning. 

2. Family Value Group — concerned about common family activities and interests. 
Space is desired for joint family activities and children's play. A separate dining 
area in the living room or a family room big enough to entertain large numbers of 
relatives at meals is desirable. 
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3. Personal Value Group - concerned about self-expression and space for family 
members to pursue their individual interests. Good design is especially valued. 
Space is desired in bedrooms for individual activities such as reading and listening 
to records. Yard space should offer privacy. 

4. I^estige Value Group - concerned about the relationship between a home and 
social standing. These families are striving to a'ivmce economically and socially 
and are concerned about good taste and current styles. They prefer to entertain 
formally and desire a separate dining area. They are willing to make sacrifices in 
some areas if necessary to get impressive features such as a formal exterior design 
and a fireplace in the living room. 

Other things to consider 

Although space and its arrangement are important in determining how livable a 
home will be, a house is more than a series of rooms. The utilities and appliances in a 
home also determine how livable it will be. 

Satisfaction with living quarters depends to a great extent on the occupant's 
ability to control the amount of light, heat, and air. These factors are crucial to our 
comfort. Otherwise satisfactory quarters may make us miserable if we can never get the 
heat above 65 degrees in the winter, of if the air conditioning always seems too cold in 
the summer. 

The number of appliances and pieces of household equipment provided usually 
increases with price level. At every price level, such eye-catching features as intercoms, 
dishwashers, and fancy chandeliers are used to give extra sales appeal. In lower-quality 
housing these items often are stripped-down models without extra features or the 
durability provided in the middle-of-the-line models. The housing shopper should look 
beyond the fancy extra features to check^ carefully the quality of such essential facilities 
as the plumbing, wiring, and heating equipment provided. 

Renting 

The renter depends on the building's management for many important services. 
For this reason, it is important to have some representative of the management, such as a 
resident manager, readily available at all times. You may want to ask other tenants about 
the reputation of the management. Are they fair and honest? Do they respond quickly to 
requests for repairs? Are they concerned about security and safety in the building? 

Duties of the landlord 

Many renters fail to sign a lease with their landlords. Without one, they have no 
written proof that he promised anything. The tenant is usually better off with a written 
lease than with only an oral agreement. 
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Prospective renters slioiild be aware I liar a lease is a lei^al cc)[i tract arul cc^mniits 
theiii to the paytTient nt a specific arTUuint oi uuMiev, in return for which they are 
provided with ' \* iisf i .\n apartment. Such contracts are binding except under special 
circumstances. Because the arTiount of money involved and the difficulty of breaking a 
leiLSc, leases should be entered into with caution. Renters should be sure that the duties 
and responsibilities of the landlord and of the renter are clearly specified. 

A lease should include identification of the premises, beginning and ending dates 
of the lease, utilities and services provided, res;, isibilirv for repairs, right to sublet, 
landlord's right of access, anci procedure for ending or renewing the lease. 

Duties of the tenant 

It is important that a tenant know his duties as well as his rights under the lease, 
if he fails to fulfill any of liis obligatitjns, the landlord may sue him for money or may 
force him to leave the apartment. A tenant's most important duty is to pay his rent. 
Courts in most states maintain that a tenant has to pay rent even if the landlord fails to 
fulfill his responsibilities. 

The tenant, bv entering into a contract to rent, implies a promise torakc reasonable 
care of the owner's property. When he moves out, he must return the property in generally 
the same condition as when he moved in. 

When a tenant signs a lease, he often must leave a security deposit. The amount 
of money is usually equal to one month's rent, which the landlord holds until the end of 
the tenant's lease. Ff the tenant does not live up to his duties under the lease, this money 
is often kept by the landlord. But most courts will not enforce such a claim. They say 
that if the propertv has been damaged by the tenant's conduct, the landlord should settle 
the matter in cour.. 

Lawsuit for rent or damages 

If the tenant has refused to pay his rent or to pay for damage done to the 
property, the landlord may sue to recover this financial loss. To collect, the landlord 
must prove that he had a valid contract with the tenant and that the tenant breached it. 
Analyze the following case. 

Lillie Brown v. Southhall Realty Co, (1968) 

The Southall Realty Company in Washington, n,C., sued Lillie Brown, a former 
tenant, for not paying her rent. According to the lease she had signed with them, she 
owed $230 back rent. 
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Mrs. Brviun climu'ii she l).ul lu^ ol)lii.;ciii(jn to pA\ the rent sinci' she liaci niovcil 
out and since the lease she ha^^t siiMieil was illegal. A housiin; inspector testified that the 
pro[?erty eotUciiiied >ever.i! 'innsiiu: covie vu>huin!!s v\hieii made the [^remises unsafe, 
unclean, and unsaiiitarv \s hen Mrs. Brown si^^ned rhe lease ainl nu>ved in. I'he District ot 
Columbia housini.', code s.iys that vcni cannot uflei [property lor rent where such 
violations exisr. 

The vourt ruled rli u Mrs. B; ' >v\n\ !ea>e \v aN vi^d. The realty company had know^n 
about rhe violation.s hettiie rlie\ rented rhe property rc; Mrs. Brown. The lease was 
therefore illegal, and Mr>. Brovvn could not hr liehl to her promises. 

The eviction process 

When the tenant doesn't follow rhe terms of .his lease, tlie landlord may 
sometimes try to force liim to move our of the property. This action is called eviction. 
To evict someone, the landlord must follow certain legal procedures, or steps, and the 
tenant can demand that they he followed exactly. The tenant must be given proper notice 
before the matter is taken to court. U the tenant contests the case, a trial is held, if the 
tenant loses, he nuist move out of the premises by a certain date, or the sheriff can 
physically move his beloni^ings out (mto the street. 

Complaints to housing authorities 

Many city governments have established departments to deal witli housing 
problems. Tenants mav report unsafe or unsanitary conditions in their buildings to such a 
department. An inspector will investigate, and if he decides that a violation of the 
housing code exists, the department will advise the landlord to repair the condition. 
Then, if the landlord fails t<^ make the repairs, the department may take him to court. 

A tenant's complaints to authorities sometimes prompts the landlord to try to get 
the tenant to move out. Amdyze the following case to see how the court of one city 
dealt with this problem. 

EDWARDS v. HABIB (1968) 

Yvonne Edwards rented a house in Washington, D.C., from Nathan Habib on a 
month-to-montf basis. Shortly after she moved in, she reported a number of unsanitary 
conditions to the housing authorities. When an inspector came to investigate, he found 
more than forty housing code violations. The landlord w;is ordered to correct them. 

Instead, Mr. Habib gave Mrs. Edwards a 30-day notice that he was ending their 
contract. She was ordered to move. She promptly contested the case, claiming that his 
notice was given in revenge for her reporting the code violations. She said that the First 
Amendment to the United States CcMistitution gives a citizen the right to petition the 
government and that Mr. Habib was interfering with this right. 
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The landlord claimed that his actions were legal. According to District of 
Columbia law, a month-to-month lease can be ended merely by giving the other party a 
30-day notice. 

The court ruled that Mr. Habib could not legally force Mrs. Edwards off the 
property. Effective housing codes, the court said, depended on individuals' reporting any 
violations. If a tenant risked being evicted when he complained of an actual violation, he 
would not report anything. 




The housing crisis 

In recent years, home prices have risen rapidly. As a result, many people cannot 
afford to buy a house. The widely-held dream of home ownerhsip is becoming less and 
less likely to come true for many groups in our population, especially for low- and 
middle-income families. 

The basic problem is the shortage of new housing construction in the low- and 
medium-price ranges. High interest rates and shortages of loan money in recent times have 
discouraged both home builders and home buyers. Home builders found it difficult to 
borrow the money they needed to finance their operations, and would-be home buyers 
found interest rates high and loans difficult to obtain. The inflation made investors 
reluctant to commit their funds to long-term investments such as mortgages. In order to 
attract depositors, banks and savings and loan associations offered higher interest rates 
and, in turn, were forced to charge higher rates of interest for the mortgage loans tl ey 
made. At the same rime, government policies designed to stop inflation raised intert^st 
rates and held down the supply of money available to make loans. 

The resulting shortage of new homes, along with rising labor and material costs, 
all worked to raise home prices. Prices for typical new homes being built today place 
them beyond the reach of many families. 

Although the shortage of new medium-priced homes most directly affects 
middls-i<'-- % it also has an indirect effect on low-income families. Because of 

the sii: > aomes in the medium-price tmge, many middle-income families that 

would navw ir.c^'ed to a larger house or a better neighborhood have been unable to do so. 
This, in turn, has made fewer homes available to low-income families. 
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what can be done? 

New programs have been ainuni at two key parts ot the housing problem -- 
building costs and land costs. A number of attempts have been made to use 
mass-production techniques in housing cc^nstnicricHi. f\irts and entire sections of homes 
are being built in factories with assembly-line techniques. Tlie parts may include wall, 
floor, and roof panels that are erected at the building site, where wiring, plumbing, and 
heating are then installed. Larger sections or modtdcs completely assembled with walls, 
floors, ceilings, and roofs, and including utilities, also are being factory built. At the 
building site, two or more of these modules are joined together on a permanent 
foundation to form a completed house. 

Modular-home construction and the use of other new construction materials and 
techniques have often been restricted by local building codes. New efforts are being made 
by Federal and state governments to encourage the modernization of these codes and, at 
the same time, to provide adequate protection for home buyers. In the past, housing 
codes stated exactly the kinds of lumber, electrical wire, and other materials to be used. 
Many newer codes instead permit what are called perfortnance standards. Instead of 
requiring the use of a particular material, any material that can do the job safely and well 
is permitted. This makes the use of new, less expensive labor-saving materials possible. 
One such material that has been developed is an inexpensive panel for use in walls, 
ceiling, and floors, which includes inside and outside surfaces sandwiched together with 
an insulating core and Tire-resistant layers between them. 

Rising construction costs have increased the demand for mobile homes. Mobile 
homes are available in a variety of sizes. They are designed to be towed on their chassis, 
which includes both frame and wheels, but unlike travel trailers and motorized homes, 
they are designed for year-round living. Since mobile homes are factory built, savings due 
to mass production are possible. In addition, mobile homes do not require a permanent 
foundation, and this further reduces the costs. 

The development of new systems of housing construction, financing, and land use 
has been a major emphasis of the Department of Housing and Urban Development 
(HUD). In recent years, HUD*s Operation Breakthrough program has financed the 
development of demonstration housing, using the most modern materials and technology. 
At the same time, it is developing experience in specifying performance requirements for 
fire safety, room size, insulation, and so forth. It is clear that these and other new 
approaches to housing must be encouraged if we are to be able to provitte sound, safe, 
durable, and satisfying housing for people in all walks of life, rich and poor, city and 
country dweller alike. 

Buying a house 

After looking around, you may find a house that seems to be just what you want 
at the right price. Before you make a decision, there are several things to consider besides 
outward appearance. 
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Site 

One i)f rlic tirst rhinj^s to check is the sire (l.uul which the house is built). Is it 
well drained and safe from Hooding' C^nly recentlv have cunununitics begun to develop 
zoning plans that prohibit buiKhng in areas th.it are subject to flooding or are poorly 
drained. A check for watermarks on basement walls will prcwide some indication of 
whether the house in which you are interesteti has flooding problems. 

The prospective home buyer slu)uld also check ro see if the ground on which the 
house is bxiilt is firm and stable. When homes are built on filled laud or in swampy areas, 
foundations and walls may crack as the house settles. Serious settling problems may 
eventually break water Imes and cause damages to the basic structure of the house. 
Special attention also needs to be given to the stability of bouses built on steep hillsides. 
Is the area known to be subject to slides? 

The relationship of the house to its site also deserves attention. How is the house 
situated in relation to the movement of the sun? Will hot afternoon sun pour into picture 
windows and make the house uncomfortably hot? How will the movement of the 
summer sun affect ttie use of porches and patios? Patios and porches on the west side of 
the house are likely to be too warm unless there are trees or other means of providing 
shade. Another question is the placement of the house in relation to the prevailing wind. 
While the house should be positioned to take advantage of smnmer breezes, it should be 
situated so that the front entry is sheltered from driving rain and blowing snow. 

The landscaping provided also should be noted. Are there trees that will shade the 
house from the heat of the summer sun? This will make the house more comfortable and 
reduce the need for air conditioning. Are the shrubs around the house slow-growing 
varieties, or are they likely to tower over the house in a few years? 

Construction 

It is difficult for the average home buyer to judge the quality of the construction 
in a house. Local building codes provide buyers with some protection. They ensure that 
new houses being constructed meet minimum strength, safety, and health requirements. 
Conformity to Federal Mousing Administration (FHA) standards also provides some 
protection. The FHA standards are only minimum requirements, however, and may not 
provide the level of performance that many buyers want. 

Since the foundation of the house is its basic underpinning, it is essential that it 
be of strong construction and in good condition. Signs of setding and cracks are evidence 
of potential problems. Basements should be dry. Wet walls may be the result of 
condensation; this can be cured with better ventilation or a dchumidifier. Wet walls can 
also be the result of seepage from the outside - a more serious problem. Seepage 
sometimes can be controlled with better rain gutters and drains. If the problem is serious, 
it may require excavation around the foundation, the application of waterproofing to the 
outside walls, and the installation of drainage tile to collect moisture. If the house is in a 
wet, low-lying area, even these measures may not be good enough. 



36 

30 



To prevent squeaking and swaying, floors should he built with cross-bridging 
that is, cross braces nailed in an X shape between floor joists. You can judge the 
sturdiness of a wooden floor by jumping up and down in the middle ot the room. The 
floor should not give or sway noticeably. 

The interior walls of most newer homes are plasterboard rather than plaster, as in 
the older, homes. The use of plasterboard, or drywall as it is often called, can involve 
several problems, Drywall is relatively thin and weak; holes can easily be punched 
through it by accident. When green lumber is used for studding inside the wall, the nails 
used to install the drywall tend to pop out, creating unattractive bumps. The joints 
between panels of drywall may show when the installation has been poorly finished. 
When buying a new house, you should find out what steps the builder has taken to guard 
against these problems. In older houses, problems with drywall, if present, will be 
obvious. 

Peeling paint on outside walls can be a sign ot a serious construction problem. 
Peeling paint often is a result of moisture condensing inside outer walls in cold weather. 
This condensation happens when warm, moist air from the inside of the house hits the 
cold surface inside the outside wall. Condensation inside the outside walls can be 
controlled by the installation of vapor barriers (materials that prevent the movement of 
water vapor) when the house is built, if vapor barriers have not been used, it may be 
necessary^ to install vents to the outside in the roof and outside walls. The installation of 
these vents can be expensive and complicated. 

Utilities 

In climates that become cold enough to require heating, the homeowner will find 
that the cost of heating is a major operating expense. What affects the cost of heating? 
The house's construction and the efficiency of the heating system are important factors. 
Often you can get an estimate of the heating costs by checking neighbors' previous fuel 
bills. In the case of older homes, you may want to check with the fuel company's 
records. 

The most commonly used heating fuels today are gas and oil. Recently, electric 
companies have advertised the total electric homes in many parts of the country. Electric 
heat can be installed much more cheaply during construction than gas or oil heat, and 
many contractors favor it for i:hat reason. However, houses equipped with electric heat 
must be especially well insulated, or the operating costs are high. Before considering a 
house with electric heat it is a good idea to check the experiences other families have had 
with it in the local area. 

In recent years, more and more electrical appliances have been purchased and 
used by the typical family. The wiring in many houses, newer ones included, may not be 
adequate to carry the increased load. 
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Water pressure is another important faett.ir to be eoiisidered . Inadequate water 
pressure can be an aruioying problem. When water pressure is low, shower temperatures 
can become too hot or too cold without warning when huicets are turned on or toilets 
flushed in another part of the house. A water pressure check can be made by turning on 
all faucets in the house at full force and then flushing the toilet. The flow of the water 
will not vary if the water pressure is good. 

Condition 

Homes in top condition are in short supply. Many homes tor sale need repiiirs or 
redecoration. Unless the buyer can do it all himself, he had better take into consideration 
the costs of the repairs needed. In most cases the buyer could paint the inside and 
outside of the house, but he would need expert help with plumbing, electrical, and 
refinishing work. Wall-to-wall carpeting is a big selling feature to many buyers, but it can 
really prove expensive if any of it must be replaced. 

What about those little pests called termites? What do you know about them? 
How should an inspection be performed to determine whether the house is termite-free? 
Termites can be a problem in all types of houses. 

Financing a home purchase 

A future homeowner has to plan for the initial costs of buying or building, as 
well as for his mortgage payments. Preliminary costs vary with the type of home, the 
area, and the financing arrangements. After you decide how much you can pay for your 
home, the next step is to shop for a mortgage. 

If you are applying for a mortgage, you must have a job, work steadily, have a 
regular income, and pay your bills on time. Perhaps the term ''mortgage" should be 
defined before we discuss the topic any further. A mortgage is a contract or an 
agreement whereby a mortgagor (buyer) agrees to borrow, and the mortgagee (bank or 
other lending institution) agrees to loan, a specific amount of money for a specific 
amount of time at a stated rate of interest. 

Now that we have learned what a mortgage is, where do we go to get one? Unless 
you have a steady job and excellent credit references, you are going to have a lot of 
trouble. Mortgage companies prefer to see an individual working two or more years for 
the same company because this means that he is likely to be a stable person who will get 
periodical raises and promotions from his employer. To be plain about it, job security 
plays 1 major role in determining whether you will get your mortgage granted or not. 
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Sources of niortgai;c money 

Wiicn a bank ur (uhcr institution loans yuu !nonc\', it charges you interest (a 
percentage of the amount borrowed) so chat it will make money on the transac i\. 
Interest rates are not always the same. Money is like any other eoniniodity. When (he 
supply is great, it costs less to borrow because the interest rate is lower. When the supply 
is scarce (tight money), the interest rate goes up aiul it costs you more. 

The tunds for rnortg.ua's conie from many varied sources, such as: 

1. Commercial Banks Conunercial banks lend some money for mortgages, but they 
are also permitted to make consumer loans at a higher interest rate, so they make 
relatively lew mortgage loans. 

2. Savings Institutions - Savings and loan associations are the greatest source of 
money for home mortgages. They are permitted by law to loan money only for 
mortgiiges or home improvements. 

3. Insurance Companies In order for insurance companies to pay dividends, they 
must make money with their premiums. Therefore, t!.ey invest in many fields. 
Their investments include mortgages, stocks, bonds, etc. They loan substantial 
amounts of money for home mortgages. 

The kinds of mortgages available 

Ver>' few people can afford to pay cash for a home- " he groat majority of buyers 
pay a certain percentM^e of the purchase price as a down payment and finance (borrow) 
the difference. 

When you borrow money to buy a home, you must pay interest and other 
charges for using the borrowed money in addition to the cost of the home. It is therefore 
important that you make your arrangements for a home loan carefully. This is one of the 
biggest steps that you will take in life, and it must be planned as a combat commander 
plans for a strategic movement in battle. The wrong plans could ruin you for life. 

Shop around and get the facts before entering into a contract for the purchase of 
a home. You should have answers to the following important questions: 

How much do I need to borrow to buy the home? 
How long should I take to repay the loan? 
How much is the loan going to cost me? 

The larger your downpayment, the smaller mortgage loan you will need; if you 
can only afford a small downpayment, you will need a larger loan. When lenders invest 
their money over extended periods of time, they expect to get substantial returns. You 
will pay less interest by borrowing as little as you can and repaying the loan in the 
shortest period possible. 
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when you make your monthly mortgage payment, you are paying back both 
principal and interest. Principal is the amount of the loan without the interest charges. 
Sometimes other charges are included in your monthl\- \\,\ nt , such as real estate taxes 
and fire insurance. The lender holds this money k1 pays votir tax bill and your 
insurance premium when they are due. This arranger . lu i , ciJled an escrow agreement. 

There is no set figure or ratio as to what amount of your ' icome you can afford 
to spend for your monthly mortgage payment. Somi Nj»cr(s say that 20 percent of your 
income can be used for your mortgage payments. inciiidiTv-^ your monthly escrow items. 
Another theory is that you can afford to spend approximately one week's salary for one 
month's mortgage payment. No two people are alike; therefore, you cannot apply one 
rule to everyone. You must consider all aspects of a person's way of life. Does he 
entertain heavily? Is he buying many things on credit? Does he have doctor and hospital 
bills? Does he have exotic tastes in foods? Does he buy expensive clothes? What does it 
cost to heat and maintain his home? Until you know the answers to these questions and 
mc. y more, you cannot say what is a safe ratio between income and mortgage payment. 

The Federal Housing Administration (F.H.A.) 

Our government created the Federal Housing Administration in 1934. Under the 
F.H.A. program, the government does not loan money. Home loans are obtained from 
private lending institutions and the homes are built by private contractors. The F.H.A, 
insures the private lender against loss and requires that new homes be built to meet 
certain minimum standards. Through this system of loan insurance and the development 
of housing standards, the F.H.A. has established a pattern of long-term, low-interest loans 
and has helped to improve housing standards in the United States. 

Because lenders are insured against loss, they are willing to accept smaller 
down payments and to lend their money over a longer period of time for a lower interest 
rate. This has brought millions of people into the home-buying market who might not 
otherwise have been able to get a mortgage loan. 

The Veterans Administration (V.A.) 

The Veterans Administration gives qualified veterans the opportunity to purchase 
homes with little or no down payment, at a low interest rate and with a \on^ repayment 
period. The V.A. does this by guaranteeing a certain percentage of the loan. 

Both the V.A. and F.H.A, set maximum interest rates on the loans thev 
guarantee. Sometimes a lender may consider the rate too low and may charge a premium 
(usually known as a point) when the loan is arranged to make up for the low interest 
rate, .a point amounts to 1 percent of the total mortgage loan. Sometimes more than one 
point is charged. 
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The conventional loan 

Conventional loans involve only tlic lender and the borrower and are not insured 
by government agencies. The interest rate is not regulated by the government, but may 
be high or low, depending on whether interest rates in general are high or low. A 
homr er who would like to pay off his mortgage (perhaps because interest rates have 
gone and he can do better elsewhere) is usually charged extra for doing this. The 

e>.t% charge is called a prepayment penalty. 

For Discussion: 

1. What arc some of the factors to consider wlicn you are deciding whether to rent or 
buy a home? 

2. List the advantages and disadvantages of each. 

3. Why is the choice of a community important when buying a horne? 

4. In addition to outward appearance, wljat arc some of the things to consider when 
clioosing a house? 

5. What i,s a mortgage, and where tan you obtain one? 

6. What arc the differences l)ctwcen f-'.H.A., V.A., and conventional mortgage loans? 



Lesson 6 



The Automobile 




You arc finally old enough to 
become another driver along Americans 
network cxf super highways. After getting 
your driver's permit and completing both 
the written and road tests, you have your 
driver's license and you now want your 
own wheels. Have you ever taken the 
time to consider that driving a car is a 
big responsibility? We use the automobile 
for many purposes. We drive to work, to 
the market, to visit relatives and friends, 
and for recreational purposes. The auto- ^^^^^^^^^^ 
mobile can be a dangerous weapon if not properly used. 

Over half of the world's automobiles arc owned by Americans. One survey 
estimated that American driver* drive their cars over 800 billion miles in one year. With 
more cars and more drivers each year, we face serious problems that affect our social and 
economic life. More and better highways have to be built by levying more local, state, 
and national taxes. Additional cars not only crowd the streets and highways, but they 
create the everincreasing problem of where to park them. Suburban shopping centers 
have become thriving business enterprises because they know the importance of providing 
ample parking space. 

A car is often a status symbol, an indication to others that the owner has climbed 
a number of rungs on the ladder of success. Cars, whether new or old, affect our famihes, 
our jobs, our vacations, our social lives, and many other areas of life. 



Buying a used car 

Now tliat you have become qualified as a new driver to roam the many highways 
of our nation, you have one desire - to own your own wheels. A quick check of your 
assets reveals that your funds are quite limited. That sleek new sports car that captured 
your eye is only a dream. But why not purchase a good used car? You can find rather 
good buys provided you know how to go about it. 

Often the want ad section of a newspaper is u good starting point in the search 
for a used car, but you can also be misled by advertisements. Sometimes when you arrive 
at the car dealcr^s used-car lot, you are told that the car has already been sold. Now 
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comes the old siilcsrnan pitch he fias many other fantastic buys still available. Another 
type of come-on advertisement to induce you to visit the lot is the ad indicating that you 
can purchase a repossessed car by simply taking over the payments left by the previous 
owner. What do you find upon your arrival? Often there is no saving , as these cars arc 
being sold at regular prices. 

As -you can see, you need all the help you can get to avoid these situations. Start 
by selecting a used car dealer with an established reputation. The established dealer 
usually will keep on his lot only the cars that he thinks can give reasonably good service. 
Check for dealers that have shop facilities and mechanics to put a used car in good shape. 
These are the ones who will usually stand behind their warrar;ties. 

As a prospective used-car buyer you ' Irl bear in mind certain pointers. 

1. Have a mechanic check the car thoiuugh'y to determine whether or not it is 
mechanically safe. He will be able to tell whether or not the car has been involved 
in an accident. Take the car to a diagnostic clinic for tests to determine the 
condition of a car. Paying for a thorough checkup might be money well spent if 
it reveals evidence that you should not make the purchase. 

2. Request to take the car on a road test. Some dealers may not like this idea; if not, 
try others. During the road test, check for faulty steering, bounce that will 
indicate worn shock absorbers, or unusual noises. Make a check for engine 
sputtering when you accelerate rapidly. Check your brakes to determine how well 
they hold on all four wheels, and check to see that the hand brake operates 
properly. Stop the car and check the exhaust. This will also help to determine 
whether or not the car burns excess oil. 

3. Never trust the salesmaii*s woiJ for the condition of the car, He is there to make 
his commission, and in rnost instances he might not know as nuch about the car 
as you do. Beware of some of the extra-clean, cars with engines usually clean 
enough to eat from, especially on large used-car lots. These might be lemons. 

4. Consumer Reports offers important information on most cars. Look up the repair 
record of the car you are interested in purchasing. Automotive magazines are also 
a good source of information. 

Buying a new car 

Of the many things to consider in selecting a new car, one of the most important 
is the car size. Buying too much car or too little car for your needs can make the 
difference between long-term satisfaction and some degree of unhappiness. You can find 
many different models to choose from. Although people with large families may still 
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prefer large cars, most Americans are now following the trend to smaller, more 
economical cars. Federal standards for pollution control have resulted in less efficient 
engines which get fewer mUes per gallon of gas. To add to the problem, recent oil 
shortages have led to higher gasoline prices. A large automobile can be very expensive to 
operate. 

Any car represents a compromise for you as the car buyer. The first place to start 
thinking about what features are mos^ important to you is at home before you visit a car 
dealer. 

The dealer 

How should you select the dealer to buy your new car from? Some buyers rely 
on their own previous personal experience with a good dealer. For others there may be a 
family relationship, past business relationship, or personal friendship. For most new car 
buyers, however, the choice is usually based on these other considerations: 

1. The deal offered, including trade-in allowance and the overall cost of the new car. 

2. The new car buyer should keep in mind how far the dealer is located from work 
and home, the two points from which most car owners drive for car servicing. 
The complex nature of today's car practically demands that dealer service be 
readily available for maintenance and warranty work on your car when needed. 

3. Before signing those papers to make you a proud new car owner, ask about 
service facilities and personnel. Find out whether they guarantee their service 
work. What ilo they offer to make service easier for their customers? Do they 
have cars available for you to use while your car is in service? What hours is the 
service department open? 

4. Besides questioning the dealership staff, you may want to ask other customers 
whether or not they have been satisfied with the service department and other 
services offered by the dealer. 

Test-drive before you buy 

Most dealers have new model cars you can tesi;-drive. Perhaps none of them arc 
exactly like the model you intend to purchase, but driving the basic car itself will give 
you a good understanding of how yours will operate. 

So you are green when it comes to knowing what to look for in a test-drive. 
Perhaps some of these .su[^gestions will serve as a guide for you. After you get in, but 
before you drive: 

1. Grip the door handle to cose the door, check effort required to close it, and 
make sure it is tight when it is closetl. 

2. Lock the door. 
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3. Adjust driver's scat to a position most comfortable for you. Check all safety belts 
and put on yours. 

4. Make a visual check to sec that all driving controls arc within reach. Ask the 
salesman about those you are not familiar with. 

5. Check visibility oul of windshield, to the sides and through the rear window. 
Adjust side and rear view mirrors. Be sure that all instruments are visible and 
operating. 

Where should you drive? The salesman may have idready selected a route for you. 
if not, try to select one that will give you a chance to drive the car under various 
conditions. 

1. Stop-and-go traffic, including driving up and down hills, and using right and left 
turns. 

2. Travel over rough, unimproved, or bumpy roads. 

3. Use of high and low speed on flat surfaces. 

4. Backing up and parallel parking between cars. 

While you are driving, look for the following: 

1. For safety: Does the car sceer and brake easily? Are the operating instruments 
easily seen, and how good is visibility while driving? How stable is the car on 
turns and other maneuvers? 

2. For comfort: Does the seat feel comfortable? Is ti :re enough room, and do you 
feel at ease? Do the ventilation, heating, and air conditioning seem satisfactory? 

3. For convenience: Can you easily reach and operate the windshield wiper iind 
headlight switches, heater controls, and radio controls? 

What about your present car? 

if you are one of those wealthy young persons who already has some sort of 
vehicle, you have . to decide what to do with it. There are five things you can do with 
your present car: 

Trade it in on the new car. 
Sell it outright. 
Keep it. 
Junk it. 

Give it to somebody to use as transportation or for parts salvage 
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How to find out how much your car is worth 

If you plan to trade or sell your car, you must find out what it is worth. The 
true value can only be determined by how much somebody is willing to give you. 
Locating that person is the difficult part. 

For most used cars, there is a reasonable value somewhere between the lowest 
genuine offer made and the highest dollar you could get if you found the best buyer. 
How do you check out the car's value? 

Do some personal research. Check the daily newspaper ads some car dealers run 
to sell their used cars. Read the classified used car ads to find out the sale price others 
are asking for similarly-equipped makes and models. 

If you have a friend who is a good mechanic or is in the car business, he can help 
you determine the worth of your car. You can also go to a used car dealer and find out 
how much he is willing to give you for your car. Last, but not least, check a new car 
dealer to see how much he will give you as a trade-in or a direct sale to his used car 
department. 

Remember- these key factors will affect the value of your car: 

1. The car itself (make, model, age, desirability, mileage, condition). 

2. The area you live in. 

3. Original popularity of the model when new. 

4. Economic condition of the area^ 

Financing your car 

Right out of high school? Can you afford to lay down $3,000 or more at one clip 
for that jazzy new buggy you saw the other day? If not, how are you going to pay for 
it? You will have to finance it by borrowing the money. 

Can you trade in your present car if it is not paid for? Yes. If you owe less on 
your car than its trade-in value, your dealer can arrange to take it in trade, pay off the 
balance of your loan, and credit the difference between the trade-in value and what you 
owe toward the down payment on your new car. 

Can you finance a second car while still making payments on your present car? if 
you have a steady income and excellent credit references, most lenders will be glad to 
handle your financing needs for the second car. 

A law called the Truth-in-Lending Act lets a borrower comparison-check the cost 
of financing a car. The act requires that the lender disclose the details of each contract, 
including the true annual interest rate for borrowing stated sums for stated periods. 
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Whcii occiciing to borrow, use the most cccMioiiiical means - the way that will be 
least expensive to you n the long run. Many persons use banks, credit unions, or even 
borrow on their life insurance policies (provided they have the type that has loan value). 
It really pays to shop around for a loan instead (jf taking the first one you hear about. 
You might end up saving hundreds of dollars in interest charges. 

Costs of operating a car 

How much does it actually cost to operate that shiny buggy sitting in your 
driveway? The expense involved in owning and operating your car is a headache from the 
time that you drive from the dealer to your home. The basic expenses which you will be 
confronted with arc: 

gasoline maintenance 
oil insurance 
repiiirs (major or minor) registration 
depreciati(jn 

The largest single expense involved in owning a car isn't money that you pay out, 
but value that you lose. This expense is known as depreciation. Tliis means tlie decrease 
in the value of property caused by use and time Depreciation on a car can be as high as 
one-third of its cost in the first year of ownership. Your car will furtiier depreciate 
approximately 25 percent each following year. Once that new car is sold by the dealer to 
you, the consumer, it becomes a used :ar, and its value on the car market decreases 
several Iiundred dollars. 

As a car gets older depreciation c^)sts decrease, but maintenance costs increase. 
One study found tliat repair and maintenance costs become higher than depreciation 
costs during the fourtli year of ownership For many, tlus is a sign to get rid of that heap 
of junk and buy another car. However, tl .s is not true in all cases. Proper maintenance, 
performed at specific intervals, wOl keep cu^wn costly repair bills and make the car last 
longer. Read your car ownr 's manual a'"^ !*ollow the suggested maintenance schedules. 
Owners of new cars or u? d c:\rf, ^tH' jnd^T warranty will find that following the 
maintenance schedule is import . for the guarantee to be effective. 

Use of the proper oceans of ga.v^line and the proper SAE number (Society of 
Automotive Engineers) of oil arc important factors in prolonging the life of your 
automobile. In recent years, nujst of our automobiles have been manufactured to operate 
regular ga.soline; however, some high eon^prcssion engines still require the use of 
premium gasoline. Starting with the 1975 models, cars require no-lead gasoline. 

For your protection and that of other people's property, you should have 
adequate car insurance cover;ige. Airc^/iiobilc insurance will be covered with the uiut on 
insurance. 
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Vehicle registration 

Now you have your own car and you can't wait to get it out on the highway. 
But first it must be registered and must display a license plate for the state in which you 
live. Some states recjuire a license plate on the rear of your car only; others require one 
on the front also. License plates must be kept clean so that the license number is plainly 
visible. 

A person who is properly registered in his own state and displays proper license 
plates will be permitted to operate his vehicle in any other slate. However, if he becomes 
a resident of another state, lie must register his car in that state within 60 days. 

To prove valid ownership, the owner of the car is required to have a certificate of 
ownership in his possession at all times. This certificate helps to protect you as the owner 
from automobile theft. 

For Discussion: 

1. What should you look for when shopping for a used car? 

2. Why are smaller cars increasing in popularity? 

3. How should you select a dealer when buying a new car? 

4. List some things you should check when test-driving a car. 

5. What is the largest single cost in owning and operating a car? 
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Lesson 7 



How To Select Furniture and Appliances 




Arc you ready to purchase furni- 
ture or just dreamily window-shopping? 
Whether you are ready to furnish a 
room, your first apartment, or a dream 
house, there are probably moments when 
you feel certain that cardboard cartons 
and sleepings bags may have to be your 
way of life. This section will help you 
select the furniture that will meet your 
needs and reflect your tastes and inter- 
ests. 



Consider your needs 

Your needs and desires (and those 
of your family), the style of furniture, 
and the kind of space you will have, 

shodd all be carefully considered before you actually go to buy furniture. Take time to 
study magazines and furniture advertisements; go window shopping in stores and model 
homes; talk to store decorators to help you discover the styles, colors, and designs that 
appeal to you. 

Setting up housekeeping 

How much money does it take for a young person or a young couple to set up 
housekeeping independendy ? As many states have lowered the age limits for marriage, 
there will be more and more young newlyweds planning to set up housekeeping. More 
young ^'singles" are starting their own homes, too. They will either rent a fur.-'.shed 
apartment or try to furnish one themselves. 

Few young people are likely to be able to afford rvll the furnishings they * ant 
immediately. Therefore, it is especially important for them to decide which things ihey 
need first and then pL'^n a program of purchases. Such a plan will help them move toward 
their goals as quickly as possible. They may decide tl.at they do not need it hu; 
everything ric^ht awsy on credit and perhaps run the risk of becoming overcomm*' 'ed ti^ 
installment payments. A plan will also help in evaluating whether the overall ^oa^ 
realistic. 
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Avoid one big mistake which is often made, not only by young people, but by 
older adults as well - attempting to furnish your liouse or apartment at one time on 
limited funds, Buy the basic furniture that you can afford at the time and add to these 
as you go along. Many people overextend their budgets and buy all their furniture at one 
time on credit. True, your home may look like a showplace, bi.tt if you become delinquent 
in your ftirniturc payments, you could stand to lose everything you have already invested 
thus far. 

Credit helps us get the things we want when we want them. But remember that 
credit costs money. Interest rates can be confusing. An interest rate of V/z percent a 
montli seems low, but if you figure the actual amount of interest paid i.'. a year, you will 
find the rate is actually 18% per year. Since passage of the Truth in Lending Act, 
borrowers can find out ahead of time just how much they will have to pay in finance 
charges. The lender must tell you the total amount of these charges and the true annual 
percentage rate. Make sure you get this information whenever you use credit. 

The furniture industry in the past few years has begun to give more attention to 
the special needs of young adults arid has begim to design more furniture to suit their 
needs and limited budgets. Multi-purpose furniture, fold-up tables, and other space-saving 
items are being manufactured to fit into small apartments. Such items as inflatable 
furniture and paper furniture reduce costs and save space. Some young people purchase 
unfinished furniture, while others either make their own or improvise, such as bookcases 
made with bricks and boards, desks made from doors placed on top of pairs of 
two-drawer file cabinets, and coffee tables and end tables made with electrical cable 
spools. Fri evaluating the cost of used and unfinished pieces, the cost of finishing 
materials and the value of one's time should be taken into account as well as the prices 
of the iten^is themselves. 

Buying appliances 

Have you taken inventory of the electrical appliances you own and will need? 
Many appliances are necessities, while others are nice-to-have items. Before rushing out to 
the nearest appliance store, know what you want. Think about the space available, 
landlord's rules, number and types of electrical outlets, and of course, your financial 
situation. 

Shopping for your appliances 

You will note that the title is shopping for your appliances. There is a difference 
between huyin}^ and shopping. Buying an item usually requires no prior planning; you 
could just buy the first appliance you see of the type you are looking for. The shopper, 
on the other hand, will carefully study information available on the appliance he wants, 
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ask questions of others using the same type, and look around till he finds the best buy. 
You cannot always depend upon information furnished by the salesman. Check all 
models to determine what features each has to offer. In making your final selection, you 
should realize that while the more expensive model may have more features, it will also 
cost more to repair. Ask yourself whether you really need all of the gadgets offered on 
the expensive model. 

Safety and capacity 

Have you ever received an electric shock from an appliance? If you have, you 
found that it was not a pleasant experience, and you know that safety should be a key 
consideration in buying appliances. Buying unknown brands of poor design and 
construction can be dangerous. Inquire about shock hazards prior to making your 
purchxse. Many appliances must be grounded to prevent shorf circuiting. You can tell if 
the appliance has built-in grounding conductors, as it will have three wires in the 
appliance cord and a three-prong plug instead of a two-prong plug. 

Large families should purchase appliances to meet their needs. The washing 
machine should be able to handle large loads, the refrigerator and freezer should be large 
enough to store enough food to prevent everyday shopping; and air conditioners should 
be the right size for the areas being cooled. Remember - the larger the appliance, the 
greater the operating cost. 

For Discussion: 

1. What should you consider when deciding what kinds of furniture to buy? 

2. What is the biggest mistake you can make when buying furniture if your funds are 
limited? 

3. What questions slioukl you ask when shopping for an appliance? 
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UNIT II 
OUR ECONOMIC SYSTEM 
Lesson 1 Our Economic System - Capitalism 




Before wc can arrive at an understanding of our economic system, we must first 
define the word economic. The word is believed to have originated from an old Greek 
word oikouomia, which meant "management of the household." In a society, it is the 
. iidy of how people produce (make), distribute (move from the producer to the 
consumer), and consume (use) the things they need and want. With the economic 
situation of today, we might also say that it is a study of the process by which man 
attempts to get the most satisfaction possible from the resources available. 

Each nation has an economic system. The American economic system is called 
capitalism. Capitalism is an economic system characterized by private ownership, the use 
of capital to make a profit, and by prices, production, and distribution of goods that are 
determined mainly in a free market rather than by government. 

The American economy has always been identified with capitalism. Through the 
years, the system has gone through changes as the government has found it necessary to 
establish certain controls on business to protect the consumer. But we are still a capitalist 
country. 

Goods and services at a price 

What do you find when you take a close U)ok at what makes up our economic 
system? The close observer will discover multitudes of farmers, wholesalers, retailers, 
manufacturers, and service businesses. 



There are all kinds of businesses. A business may be as small as the corner 
newsstand or shoe shine parlor, or it might be as large as our automobile and oil 
industries which are world-wide. The businessman, whether he operates a neighborhood 
grocer)^ or a department store complex, has to predict what goods his customers will 
want and what quantities they will buy. Some of these goods will vary in size, shape, 
color, and of course, price range. The businessman orders what he needs from producers 
or manufacturers, who in turn must be able to predict what the businessman will order 
so as not to have too much of one item and not enough of another. 

A business sells either goods or services for a price. For goods you go to the 
grocer, hardware store, department store, or jeweler. For movement of people and goods 
there are businesses such as airlines, steamships, trains, and buses. To keep us in touch 
with the rest of the world, we have telegraph, telephone, television, and radio companies. 
There are many services that must be performed by skilled workers, such as plumbers, 
auto mechanics, electricians, barbers, and beauticians. In the field of professional services, 
there are doctors, nurses, dentists, architects, educators, and lawyers waiting to serve you. 

Right of private property 

Most people want to own property at one time in their lives; this could be a 
home, a business, or a piece of land. We classify this as private property. Private property 
means the right to own something and to manage it much as you please. This does not 
mean, however, that you have the right to do absolutely anything with what you own. 
For example, if you own a truck or a bicycle, you may do what you please with it so 
long as you do not harm others or break the law. 

of course, there are exceptions to all rules, and private property is not excluded. 
Our local, state, or national governments can take private property for use when it is 
necessary to do so for the good of the public. They must pay the owner a fair price for 
the property. The process is known as the rifjlit of eminent domain. 

Right of private enterprise 

You will often hear the term freedom of enterprise used. Perhaps this phrase will 
have little or no meaning to you. Freedom of enterprise means that anyone has the right 
to go into business for himself. Suppose you wish to open a shoe store, a body shop, or 
a beauty shop. If you can find a suitable location and if you have the i.ecessary finances 
and are willing to abide by laws relating to starting and operating a business, you can go 
ahead and open your store. 

Competition is the life of trade. When two or more businesses are selling the same 
kinds of goods or services, each company tries to get customers to buy from it rather 
than from the others. These businesses are competitors. A business must give the 
customer what he wants at the right price, or he will go to a competitor. Competition 
helps to keep prices down, keeps quality high, and leads to the development of new ai?d 
better products. 
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For Discussion: 

1. How would you define ''economic?" 

2. How do you think capitalism is different from other economic systems, such as 
communisir or socialism? 

3. How does cc inpctition help lo keep prices down? 
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Lesson 2 



Wow Incomes are Spent 



Kcc[Mng up with iio Joneses c;ui 
scMu! you to the poorlioiisc. Perhaps be- 
fore yoip try keeping up with the 
Joneses, you had better compare incomes 
and how they are • I'eople with the 

same take-hor ' all have the 

same lifestyL vill use inosi 

of its income ,4 or cars, while 

another may prcter to spend its money 
on expensive vacations. 



For iieei^.s 

Regardless of what your income is, you will spend a large part of it for food, 
slielter, and clothing. Other expenses which might be considered needs are transportation, 
medical expenses, and education. Needs of families differ depending upon long-range and 
short-range goals and the importance placed on these goals. 

For wants 

Much money is wasted on frivolous things in life. Satisfy your basic needs first, 
then make carefully planned decisions on how to use what income is left. Items such as 
cosmetics, special foods, stylish clothing, sports cars, and an elaborately furnished home or 
apartment are some of the things we might want to satisfy our pleasures and comfort. 

Many of your wants may be long-range goals which require saving over a period 
of time. For example, a college ediK atir p for your children may only be a dream unless 
you have prepared for it. 

As you mature, your wants will change. A college education or plans to marry 
may cause a desire to increase your earning power. The individual is constantly trying to 
raise his level of living as a member of society. This leads to a greater demand for goods 
and services. Meeting these wants by increased production is the key to raising the living 
standard of the society. 

Transpor ition 

Transportation is often your third largest expense, if you live in a city, you may 
depend largely on public transportation such as subways or buses, even if you own a car. 
The suburban or rural resident usually owns his own car and uses it for almost all 
transportation needs. He may participate in a car pool to get back and forth to his job. 
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Medical exp<jnsc 

The costs of medical care luive increased so nuich in the past few years that it 
sometimes seems that only the ich ean afford to become ill Your place of employment 
probably offers you health inM .n, o which will help to pay most of your hospital 
expenses/but you "11 .Siill pay for some medical expenses yourself. 

Insiiiunce 

Scm. families feel that insurance is an added financial burden and either carry 
jry little or n ^ne at all. Bur without insurance, an unforeseen emergency can be a 
disaster. Various types of insurance will be discussed in a later chapter. 

Savings 

Savings may be in the form of bonds, savings accounts, or savings certificates. 
Unless you make ayroll deductions under a savings program, you may find that it is 
difficult to always save the same amount each nay period. 

Why save in the first place? You do not know what to sorrow will bring. All sorts 
of unexpected things can happen, such as serious illness, death of the breadwinner, or 
unanticipated expenses. Then, too, if you are planning an expensive purchase or a 
vacation, why not save up for it so it will not be a financial burden? Another reason for 
saving is to build up a nest egg for your old age. Pensions and social security payments 
may be inadequate, especially with the cost of living steadily rising. 

Miscellaneous 

Under this category, we will gro^^P recreation, gifts and contributions, personal 
care, and any unexpected expense that may arise. 

For Discussioni 

1. What are some the factors that determine how an individual or a family spends its 
money? 

2. Give examples of long-range aaa short-range goals. 
J. What are some of the reasons for saving money? 
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Lesson 3 



Your Rights as a Buyer 



As a consumer, you are entitled to 
certain rights, but you also have certain 
responsibiliites Your rights are summarized 
in the '^consumer bill of rights", which 
states that the consumer has: 

1. The right to iniike meaningful 
choices. 

2. The right to have all available infor- 
mation concerning the use and care 
of the merchandise at the time ( 
sale. 

3. The right to expect that the product she is receiving is safe. 

4. The right to be heard by the manufacturer of the product. 

Right to get what you pay for 

In past years, the neighborhood butcher or grocer sometimes had his scale 
off-balance in his favor, or he might leave his hand on the scale as he weighed your 
products. In recent years, with more emphasis being placed on consumer affairs and with 
the appearance of our present-day supermarkets, those old-fashioned methods of cheating 
the customer have just about disappeared. 

Whatever purchase you make, you are entitled to get what you pay for. The 
amount specified on a package or a container should be accurate. To protect the 
consumer, agencies have been established at all levels of our government to check the 
weights and sizes of many products. 

Get clear title to goods you buy 

The word title is mostly used in connection with the purchase of automobiles, 
homes, and other large items. Title merely means proof of ownership. In making a car 
purchase, your certificate of ownership is a title; however, unless you pay cash, the 
original title is kept by the lender until your loan is paid. Your proof of ownership for a 
home is called a deed. 

An item is not yours until you pay for it. Some merchants will permit you to 
make a purchase on a trial or approval basis, if the merchandise is not returned by a 
specified time, it becomes yours to pay for. 
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Goods must be nicrchantable 

Goods tliat arc nicrcliantahlc liave nor been spoiled or dainiiged> nor arc they in 
any way unfit for use. A i;ood niercliant will not jeopardize liis reputation by selling 
anything but nicrcliantable goods. However^ it goods arc labeled "as is," '^spoiled/' or 
**irregular," then it is up to you to determine the qu:dity of the goods. The merchant will 
not be re5?}5oiisible for any defects. 

Many niercliants state that all purcliases made during a sale arc final and that 
there will be no refunds or excliaiiges. Some incrcliaiUs will offer excliangc privileges, but 
no refunds. 

Goods must be described by the seller 

Take a survey. How many of you read the labels before you purchase an item? So 
what if you bought a dress which is plainly labeled '*dry clean only'' and you toss it into 
the old washing macliinc and ruin it. After all, what is money to you, and what is it for, 
if n( for spending? That is the attitude of many consumers today, but how much 
smarter they would be if tliey took a minute to learn liow r*> take care of the product. 

It is up to you to read labels and advertisements and try to tell the difference 
between genuine and phony statements about merchandise. Often the items advertised as 
being on sale arc either out of stock or sold out by the time you arrive at the store. 
They are a come-on to get you to the store in the first place. Sometimes the sale item 
will turn out to be inferior, and you will end up spending more money to buy a more 
expensive item. 

Guaranteed items may be replaced 

The phrase "guaranteed or your money will be cheerfully refunded" appears in 
magazines, in newspapers, on the radio, and on television. But what is a guarantee, and 
just how good is it? A guarantee, or warranty, is a written statement given by a seller or 
manufacturer promising to repair, replace, or give you a refund if merchandise is faulty 
or doesn't perform the way it is supposed to. 

Warranties can be complicated and full of legal fine points. You should 
understand what is actually guaranteed and for what length of time. Your warranty may 
cover all or a part of the merchandise, but it will not cover damages resulting from 
misuse. 

The v/ording of a good warranty should include the following. 

Name and address of who is giving the warranty. 
To whom it is issued. 

Who is responsible for labor and shipping charges. 
What is covered and duration of such coverage. 

In case of breakdown or defect, what will be done to make it operational? 
Purchaser's obligation to make the warranty valid. 
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U ij o r d cr c d rn cr c h a n d is c 

doubt you liavc* at stMiic time received uiu>rdered inercliandise in the mail, 
Y(ai are under no lei!;al i)bli^ation ti^ keep it oi pn\ f()r it. H(nvever, while these e,oods 
are in your hands, v(Ui should ni^t use them. U y(^u do, an acceptance will be implied as 
a matier ot hivv. and the title to the i^tMuls will pass \'ou. What von should do is tc> 
mark the package "Return to sender" or ''Rejected" and take it to the post office or give 
it to vour postiTian. You may also notify the seller to send for it, or you may keep it for 
.1 reasonable timi* and discard it. 

Viohition of buyer's rights 

Any time you feel that your rights as a buver have been viola ted» there are 
courses of action that you can take. There are agencies set up by your local, state, and 
federal governments for consumer protection. The Better Business Bureau provides the 
general public with valuable information and assistance. Many consumers could avoid 
being cheated if they would seek help from their Better Business Bureau. The Bureau will 
investigate all claims and will help the consumer get an adjustment it the claim turns out 
to be v;did. if you arc in doubt about a firm, they will give you information about the 
credibility and reliability of the firm in question. 

There are many other agencies that are organized to protect you as the consumer. 
Don't hesitate to seek their assistance. 

For Discussion: 

1. List four rights wIulii you have as a consumer. 

2. If ycni buy a shirt which is labeled "irregular", what responsibility does the seller 
have if you find a defect in the shirt? 

3. What is a gurtrantee? 

4. What should you do if you receive unordered merchandise in the mail? 

5. If you think your rights as a buyer have been violated, what can you do about it? 
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Lesson 1 



UNIT III 

ECONOMIC RISKS AND INSURANCE 



Automobile Insurance 




A survey was made in one of our southern states to find out the number of 
automobile owners operating cars without insurance. The survey revealed that over 
800,000 uninsured drivers operated cars in that state alone. Of course, you think that 
you can never become involved in an automobile accident because you are a careful 
driver. The truth is that it can happen to anyone. 

Pick up your daily newspaper and you can almost always find an article about a 
fatal auto crash. More people have been killed in our country by automobile accidents 
than in all the wars that the United States has been involved in, from the Revolutionary 
War to the Vietnam War. 

You help to avoid accidents by driving carefully. But you still need automobile 
insurance. Why? What can you gain by spending more money to buy insurance? 
Protection. There is insurance to protect your car from anything that could happen to it, 
except for wear and tear. Insurance will also protect you if your car injures anyone or 
damages somebody*s property. 

Insurance can protect you from financial losses resulting from car accidents, but 
not from the responsibility of breaking traffic laws, if you are involved in an accident, 
because of negligence or reckless driving, you could lose your driving privileges, receive a 
fine, or even go to jail. For these things there is no insurance protection. 

What kinds of driving protection are available to you by auto insurance 
companies? Auto insurance protection is commonly grouped under six coverages: 

1. Liability insurance. 

2. Medical payment insurance. 

3. Protection against uninsured drivers. 

4. Comprehensive physical damage insurance. 

5. Collision insurance. 
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Bodily injury liahility insurance 

As ttH'ia\ \ liii^h-spcrd cars imu!;o excursive daniai;i\ liability insurance is the most 
important in.'U'atnc that yoii cm buy as a car dwncr. This type ot' insurance provides 
payments to others ^or injuries or Tor property dan>ai;es caused by your car or by 
somccMie else's car driven by you. 

Types of coveraues are expressed as 'M ()()/3()()/ 1 0'' or otlier combinations. . This 
means that ihe insurance curnpan\\s liabihty i> limited to 5100,000 for injury to 
person, S300,0()() iur two or more persoits injured in one accident, and SI 0,000 for 
propccty damage. 

It is a ii;ood idea to carry lari^cr aniounrs of coverage than the mininmms required 
bv state Hnaiicial responsibibty Inws. 

Medical payments insurance 

This coverage takes care of medical, hospital, and funeral costs for you, your 
fcunily, and passengers, whether you were at fault or not, and for you and your family 
no matter whose car you are riding in. Under this coverage, you and your family receive 
certain mcdicid expenses if you are struck bv n car while you arc a pedestrian. 

Pi'Otcction against uninsured drivers 

We said before that in one state over 800,000 uninsured drivers c >rrated cars. 
Suppose you are driving down tl^e road, returning from a pleasant weckeiid ar the shore. 
You approach an intersection and because you have the right-o.^-way . you pay little 
attention to the jalopy approaching from your right side. There is a d crash and your 
car is struck bv the other one. While going through the procedures required for making 
an accident report to your insurance company, you discover that the other driver has no 
autc. insurance, if you have uninsured motorist coverage, your own insurance company 
will make payment. 

Coverage against uninsured drivers is available to you only if you have bodily 
injur)' insurance. Under this coverage, you and all passengers in your car are protected. 

Comprehensive physical damage insurance 

You are protected under this policy against fire, theft, tornadoes, falling objects, 
windstorms, glass breaking, and many other kinds of damage. Your protection covers all 
losses except th ^se caused by an upset or collision. The cost of replacing the owner's 
windshield alone would cost more than the policy for severiil years of premiums. These 
rates run slightly higher thiui a standard fire and theft policy. 
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Collision insurance 

Tills is tlie policy which will take care of damages to your car caused by turning 
over or collision. Most insured drivers have this policy written widi a $25 to $100 
deductible clause because it lowers the cost of the insurance. Since your losses would not 
ordinarily be more than a few hundred dollars, perhaps you feel that it would be a waste 
of money to carry this coverage, if there is a lien against your car, the finance company 
will require you to obtain it, as diey usually have more financial interest than you do in 
your car. 

What is meant by a deductible clause? Let's say your car is involved in an 
accident and the cost of tho repairs is $450. Tf you had a $50 deductible collision policy, 
vou would pay the first S50 and your insurance would pay the rest, or $400. The costs 
for collision insurance will vary in different areas and with the age of the driver. 
Unmarried male drivers under the age of 25 will pay the highest rates. 

No-fault automobile insurance 

An auto has stopped for a traffic light and is struck in the rear by another. A 
driver pulls away from the curb without checking to see if the way is clear and causes 
and accident. In these examples, it is easy to see where the fault lies. But determining 
who is at fault is often difficult. Many dollars and days have been lost in long court 
battles trying to establish fault in an accident. Some cases have taken as long as five years. 
The insurance companies save money when fault doesn*t have to be determined by use of 
investigators and lawyer's fees. Many states have adopted a no-fault automobile insurance. 
How does it work? 

1. You are paid by your insurance company, regardless of who was at fault. 

2. Your policy covers you, your guests, and pedestriar.:. 

3. Medical bills and loss of wages will be paid. 

4. Other drivers in cars involved in the accident will be covered by their own 
insurance companies. 

Cost of automobile insurance 

Insurance rates are based on what the companies have had to pay out in claims 
over the past three-year period. Each state has an insurance department or commissioners 
to regulate insurance rates. Some insurance companies have certain standards in selecting 
persons to be insured and usually will offer lower premiums to those who meet their 
qualifications. 

Other factors to be considered in the cost are: 

Age of driver. 

Safety record of driver. 

Place of residence. 
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Vail of the car 

Purpose for which car is used 

Average miles car is driven in a year 

A male driver under 2 5 years of age who is the owner and principiil driver of a 
ii would pay the highest rates. 

Drivers having no serious traffic violations or involvement in accidents where they 
were at fault for a certain period of time may be rewarded by a reduction in rates. 
However, if you have a poor driving record, you could either pay much higher premium 
rates or not have your policy renewed when it expires. 

Where you live also affects your insurance rates. Large urban areas have higher 
acciucnr rates than rural or smaller urban areas. There are more injuries also in these large 
areas, resulting in payments of higher claims. Not only do accidents increase, but so do 
thefts and other causes for claims. 

Other factors involved in computing your rates will be the value of your car, 
average miles driven yearly, and the purpose your car is used for. 

Automobile accidents 

When you are involved in an accident, you are excited and it is hard to think 
clearly. But it is important to remember the proper things to do. 

1. Call for a doctor or make arrangements to have injured persons moved to a 
hospital. 

2. Safeguard against further accidents occurring because of this one. 

3. Call police and report the accident so that they can dc ermine the facts and 
render an impartial report. 

4. When another car is involved, obtain the name, addr'-ss, driver's license number, 
car license plate, insurance company, and data about the other car (make, model 
and year). 

5. Secure names and addresses of witnesses to the accident. 

6. Admit no responsibility. 

7. Report the accident to your insurance company immediately, or have someone 
else report it if you are injured. If you are away from home, notify your nearest 
claims representative. 
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For Discussion: 

1. Name and describe tiie types of automobile insurance available to a car owner. 

2. Describe how no-fault insurance works. 

3. Outline the proper procedures for reporting an accident. What actions should be 
taken by the driver provir-ed he is not injured? 

4. What arc some of the factors which determine insurance costs? 
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Lesson 2 



Life Insurance 



What is life insurance? Why should you 
buy it? ' What kinds of life insurance are 
there? Which is the best buy? What savings 
values does it have? These are only a few of 
the questions you might ask about life in- 
surance. 

Life insurance may be defined as a con- 
tract between a person buying protection for 
himself or family members and an insurance 
company. Tlie contract is a written docu- 
ment, called a policy, and you as the buyer 
are the insured. Each year you will pay the 
insurance company a certain amount of 
money known as a premium. Each year the 
policy increases in its cash value. When you 
die, the insurance company promises to pay 
the face value (the amount of money you 
are insured for) to a beneficiary (the person 
named by you to collect the insurance 
money in the event of your death). How- 
ever» some types of poHcies pay the face 
value of the policy to the insured, if he is 
still alive on a specific date. 




Why buy life insurance? 

Approximately two out of every three Americans are covered by some type of 
life insurance. The two main reasons for carrying life insurance are: 

1. to provide financial security for dependents after the insured dies. 

2. to build up savings. 
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Financial security for dependents 

Once vuu inarrv and beeonie tin' \\k:k\ of a household, you arc faced with the 
;:'3Si,ibility, even though it might seem unthinkable, that you might die or become 
disabled, leaving vour family withmu any source ot income. Life insurance provides cash 
for immediate needs, such as for funerals and other indebtedness, and funds for your 
fan ily's living expenses. 



Savings through life insurance 

Depending on the tvpe (^f insurance policy you buy, it is possible to combine 
protection with investment. The cash v;due of your policy builds up with payments of 
vour premiums, and the loiiger your policy is in force the greater the cash value becomes. 
Provided your children are self-supporting by the time you reach the age of sixty and 
vou have a good cash value built up, it could be used as a retirement fund. Cash value 
may be used in other ways, too. You will find that borrowing from your life insurance 
company, up to the limits specified in your policy, is the lowest-cost loan you can get. 
You mav also cancel your policy at any time for the cash value it has built up. 



Term insurance 

A term insurance policy does not offer a savings or investment feature. It merely 
provides financial protection for the person named as your beneficiary. You are insured 
for a certain number of years, and payment is only made if you die within this time 
period, if you live until the end of the term, your poHcy expires and there is no longer 
an insurance contract. However, if it is rcn< vvable term insurance, you may renew it when 
the term expires, but at a premium based on your age at that time. 

Term insurance policies frequently include provisions for the right of conversioriy 
which means that the policyholder can change the term policy to a permanent plan. 
Having this provision is important, because it could prevent the necessity of having a 
medical examination which is required for a permanent plan. 

For a young married man not having enough money for an adequate permanent 
plan, term insurance may be his best bet for providing temporary security for his family. 

Whole-life insurance 

As previously discussed, your premiums for term insurance increase at each 
renewal period. Whole-life insurance will provide protection for your entire lifetime at no 
change in premium. Savings features are built into whole life policies. Two basic types of 
whole life policies are offered - straight life and limited-payment life policies. 

Straight life (ordinary life) 

The most popular rash value policy is the ordinary life policy. You must continue 
to pay premiums for y vhole life. Many policyholders surrender their policies at age 
65 for the cash surrender value regardless of when they started their policies. 
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H(W FAMILIES USi: \AfE INSURANCE 



If Father Dies: 
Casli 



RcadjustniLMit income 



Fainily income 



To pay last expenses. 

To pay taxes, debts, and other costs. 

To pay off the fannly n^ortgage. 

CcMuinuing father's income while fainily makes 
necessary .ul justnients in living 

Monthly income for mothci* while children are 
small. 



Life Incoiiic fc^r mother 

Cash reserves 
if Father Lives: 

Income tor retirement 
Money for emergency 



Regular monthly income tor life after children 
are grown. 

For use in meeting unexpected cash needs. 



Monthly income for life for mother and father. 



Cash to meet uncx' '':tcd expenses. 



Money for special purposes Gifts and systematic savings for family goals. 



Ordinary life policies generally carry the lowest premium of any cash value policy. 
If you are seeking a policy to provide a fixed income for a beneficiary at your deaths this 
type of policy will meet your ncc ds. 

Endowment policies 

An endowment policy plan agrees to pay a definite sum of money at a certain 
time to fouy or to your beneficiary in the event of ycur death. This is an expensive fonn 
of insurance, costing more than a limited-payment policy for the same number of years. 
An endowment policy is mainly used as a means of' saving money. After the time 
specified in your policy, you collect the cash value of your policy. You now have a 
certain sum of money, but you no longer have any life insurance coverage, Long-tcni 
endowments are usually planned so that money will become available at age 60 or older. 
Your earning power at this stage of life has been reduced, and the endowment money 
may be used to supplement your earnings. 
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Limited-payment life policies 

A contract for a lim-icd-payincnt policy is the same as a straight lite contract, 
except that your prciiiiurns :ire paid only for a limited time, usually 20 or 30 years, 
instead of for life. Since you will be making tower payments, your rates will be higher 
than those for straight life. Once you have paid these premiums, you will have a fully 
paid-up insurance policy. Your insurance company will pay the face value of the policy 
to your beneficiary. 

Mortgage protection insurance 

Mortgage protection insurance can be classified as decreasing term insurance. Your 
death benetlts decrease each year until they become zero at the end of the term of your 
policy. Tliis is because the amount of monej you owe on your mcMt^^n't^ decreases each 
year. This insurance will pay off the unpaid portion of the mor tgage ji, thus leaving 
the beneficiary with a clear title to the property. 

Family income 

This policy is normally an ordinary life policy with a deci ciLsing rm provision 
added so chat if the poliryliolder dies within the terms specific 1 in the Tv^licy, his family 
would receive a monthly income. Usually the beneficiary's monthly income is 
approximately 2 percent of the death benefit. For example, a man bought $30,000 worth 
of family income insurance on a 10-year plan, calHng for a 2 percent monthly income. 
He took out the policy on January 2, 1969, and died the same month of issue. The 
benficiar/ would receive 120 payments (each month for 10 years) of $600 (2 percent of 
$30,000). After the 120 payments, the beneficiary still has the face value of the policy — 
$30,000. 

Group life insurance 

This is a life insurance plan issued by many insurance companies on employees of 
business organizations, members of labor unions, teachers' associations, religious societies, 
or other groups. A contract is made between the insurance company and the sponsoring 
group and is called the "master policy." The individual receives a certificate ^.idicating 
the value of his insurance and the name of his beneficiary. Usually a statement is 
included stating that he may convert his policy to an individual policy without a physical 
examination within 31 days after terminating his employment. 

There are several ways of paying the premiums. Some employers pay the entire 
amount, while others share the cost with the employee. In no instance will the employee 
be required to pay the total cost. Group insurance provides a substantial amount of 
temporary low-cost insurance. Insurance companies find it is less expensive to offer a 
group policy at a low premium than to deal with individuals. Group insurance is a term 
policy. 
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which is the best policy? 

When you buy a suit, you need to be measured for proper fit, so y.ju get help 
from the salesman, if there is not a suit on the rack to fit you, one will have to be 
tailored to your size. We might compare buying insurance with the purchase of a suit. 
What is a good size for someone else may not meet your desires or needs. Therefore, an 
insurance . program should be tailored to meet your individual requirements. You must sit 
down with insurance representatives and carefully plan an insurance program that will be 
best suited to your individual needs and your economic situation. Too much insurance is 
almost as bad ar too little. Buy what you can afford to continue in force. 

For Discussion: 

1. Why do we need to carry life insurance? 

2. How can we make use of the cash value of a life insurance policy? 

3. Define the follov/ing: 

a. term insurance 

b. whole-life 

c. endowment policy 

d. group life 

4. How do you decide which kind of life insurance is best for you? 
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Lesson 3 



Homeowners Policies 



Why make the sacri- 
fices necessary to buy a 
home if you nrc not go- 
ing to piotcct it from 
daily perils? ^ire sirens 
awaken you at all hours 
of the night; your dailv 
newspaper tells of some 
one's home having been 
burglarized; a person is 
being sued for damages 
or injuries because of a 
loose step on his stair- 
way or porch. For pro- 
tection against such 
haza^'ds, you need home- 
C) rs insurance. 

in homeowners 
insurance t one or more 
of the following covcraj^cs -nay be included. A ^o-called comprchcpisivc policy covers 

them all. 

Coverage A - Dwelling (house) 

C overage B - Appurtenant private structures (extra buildings) 
Covergc C - Personal property (furniture, clothing, jewelry , etc.) 
Coverage D Additional 1'- * ,^ expense (in case your liome h so damaged tliat you 
can*t live in ■> / 

Coverage H Comprehensive personal liability (pay for someone injured on your 

property or because of your actions) 
Coverage F Medical paymenrs (for your own injuries in a case covered by this 

insurance) 

Coverage G Physical damage to property of f)tlii'rs (. cli as bitting a baseK .ii 
througli a neigliborVs window) 
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Fire insurance 

To understand fire insurance, we must realize its purpose and what it will or will 
not do for us. It is a personal contract covering your insurable interest in the property. 
What is meant by itisnrablc interest? Insurable interest means how much of a financial 
loss you would suffer if the property were destroyed. Insuring someone else's house 
would not be an insurable interest unless you suffered financial loss from it. The most 
that your insurance company will pay if your property is destroyed by fire is the cash 
value of your property at the time of the fire, if you insured your home for $40,000, 
but it is only worth $30,000, then you will be paid only $30,000 if it burns to the 
ground. The amount written on the face of the policy is the maximum amount that can 
be collected for a loss as the result of a fire. 

In applying for fire insurance, you buy it for one, three, or five years. The cost 
per year is lower on a long-term policy, so you save money by buying it for three or five 
years. If you should decide to cancel your policy, which you may do at any time, the 
insurance company will return part of the premium you have paid. 

Personal liability insurance 

Everyone receives mail, packages, or visitors at home. It is possible that on some 
occasion someone might injure liimself on your property; if so, he most likely will want 
to <;iic you (take legal action against you in court). In your study cf automobile liability, 
you were told how essential it is for all drivers to have liability insurance. Accidents 
don't happen only in cars. Property owners, and even those that rent apartments, can be 
held liable or responsible for injuries and damages such as: 

A friend slips on your waxed floor and injures himself. 
A golfer accidently strikes another witli liis club. 
Your dog bites tlie postman. 

You accidently spike a passerby on a rainy day with your umbrella. 

A man slips on yuur sidewalk because you failed to shovel it after a snowstorm. 

Cost of lionieowners insurance 

l-or tlie amount of protection a property owner receives from liis lionieowners 
policy, the actual cost is low. T\\c cost will depend on the estimated danger of losses. 
These are some items to he considered by your insurance company which may affect the 
cost: 

Building construction wood, brick, or r.oncrete and type of shingles on roof. 
Ty[je of surroundings that may create fire Iroin other buildings, 
I'irc [)rote( ti(>n offered by city or town. 
Term for wliicli [)oliey is written. 
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For Discussion: 

1. Name at least 5 coverages which may be included in ii ;ensive homeowners 
policy. 

2. Why is it foolish to insure your home for more thaii its value? 

3. What determines the cost of a homeowners policy? 

4. Think of some situations when you might use your homeowners policy. 
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Lesson 4 



Health Insurance 



Wc never know wlicn we rni^lu L;et 
sick, have an accident, or need an operation. 
With medical and hospital rates rising along 
with everything else, not many people can 
afford the additional burden of medical bills. 
Health care is one of our most important 
needs, but it is an expense that is difficult 
to budget for in advance. The reason for 
having health insurance is to protect the 
family against the financial problems that a 
large or unexpected medical bill can cause. 

Types of health insurances 

Health insurance may be bought in five different forms of coverage. People 
usually have coverage for surgical, regular medical, liospital, and major medical expenses. 
But what about the income lost when a person is not able to work because of illness? 
The fifth type of hcaltli insurance loss-of-incorne protection - helps replace income 
lost during an illness. 

Hospital expense insurance 

Depending on tl)e insurance coinpany and the terms of your policy, you may be 
covered for all or part of tlie hospital expenses for room and board, and portions of costs 
for X-rays, examinations, drugs, laboratory fees, and operating room charges. Your policy 
usually states the number of days of hospitalization covered and 'he amount it will pay 
per (lay. Rarely is a patient covered for the cost of a private room. 

Hospit.'il expense insurance is perhaps the most popular of all types of health 
insurance. However, like anything else, the buyer must be careful in selecting a hospital 
expense insurance. Many are advertised on TV and radio, or in magazines and 
newspapers. While many might be legitimate, there are those which claim to offer too 
much at a low price. Remember you usually get what you pay for. 

Surgical expense insurance 

lliis policy p.iys all or part of the cose of any surgery you or your family may 
re(|uire. The maximum allowance for each type of surgery is usually spelled f:ut in your 
policy. You should read your policy to be farnili/.r with what coverages you actually 
have. 
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Regular medical expense insurance 

Sometimes you may be required to have nonsurgical care at the hospital, at home, 
or in the doctor's office. Your policy will specify how much it will pay for each visit and 
the number of visits covered for each illness or injury. This policy must be bought in 
combination with other types of coverage and usually it covers only hospital visits. 

Major medical expense insurance 

This type of policy is designed to cover niost of the costs resulting from a serious 
accident or major illness. Major illnesses or serious accidents usually happen 
unexpectedly, and we are caught off guard. Expenses can easily amount to thousands of 
dollars. The average wage earner is certainly not able to deal out that much money at 
one time. 

After benefits frorn your hospital, surgical, and regular medical policies hive been 
used up, major medical coverage begins. As in your automobile insurance, there is a 
deductible clause, which means that you must pay a certain amount of the bill before 
your insurance company pays its share. Your policy may require you to pay as much as 
$100 for your deductible portion, and in some cases up to 25% of any amount above the 
first $100. 

Loss-of-income insurance 

Some insurance companies will permit you to purchase this coverage under ^ 
group plan without having other coverages. Your premiums will be basad on the amount 
of income to be replaced and the length of time you will receive pa^M "^^^^ coverage 

is especially helpful hi the event of prolonged illness. Some emph>' .\ • e covered by 
sick leave provisions or workmen's compensation and do not fee^ ;'cc('. / is coverage. 

Workmen's compensation insurance 

Nearly all states require employers ro carry workmen's . oinrjens;' < . insurance. 
This protects the worker and his family in the event of injury >n the job. It 

provides for payment of hospitril and medical bills, a: well as com .^-n for a disabled 

worker. Workman's compensation laws vary from state to state. 

Workrnen^s compensation is one form of so ial insurance. . tern applies 
forms ot insurance wfiich are provided to protect fai"' 'es having small incomes against 
various hazards such as ^'^^ rss and unemployment. Ui. jally the insurance plan is 
prescribed by laA'. Tfiose who .ire insured pay only part of the cost, often as a payroll 
*' ucti(;n. r,ni[)l(jyers may pay all or part ot tiie re .L. The government also may . a 
^)UT*^ from uumcy obtained by general ti«xe':. 
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How to purchase health insurance 

Although health insurance may be bought as an individual policy, the 
Arricricans participate in a group health plan. 

One of the most common fringe benefits offered by employers to their employees 
is the group health insurance plan. The insurance company issues a mastc licy to the 
employer^ and each member insured receives a certificate of participatioi* ''^emiums are 
paid in all or part by the employer. The cost of an individual policy \^:uld b^ much 
higher than the same coverage offered by a group plan. 

Blue Cross and Blue Shield 

Blue Cross and Blue Shield, the largest of our present day h . profit medical 
plans, are sponsored by both the American Hospital Association (AHA) and American 
Medical Association (AMA). Normally, membership is on a group basi.'. but individual 
memberships arc also available. 

Blue Cross prov'des hospital care up to a certain number o* .1' vs for its memu s. 
This will include room and board, use of operating room and X-ray ^quipmtfir as 
required, medications, regular nurse services, and any additional servtces in'^'c^.t^u r. the 
policy. Blue Cross pavs the hospital directly. Additional care or ite...-^ n .''.,.ed in 
your policy, such as a private room, must be paid by the patient. 

Blue Shield covers d ocl • s' fees for various types of surgery, as wcH costs for 
th? doctor^ care wlilc lU'^ patient is hospitalized. Coverage may include ;^a) »Ment for the 
doctor's services rendered eithc in his office or at the patient's horn:. 

For l>iscussion: 

1. Why is it important to have health Misurance? 

2. Name and define the five types of health insurance. 

3. l\\ maj')r medical expenbc insurance, what is the meai.*/*"- ^ ^^ deductible clause? 

4. What is tiie advantaue of a group her'Ji plan ,<Mnpared to an Individual policy? 
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Lesson 5 



Social Insurance 




What happens to a family with small children when the father suddenly dies? Their 
financial support has been lost. Of course, he may have provided insurance for his family 
in the event of death or disability, but with the cost of living constandy rising, eventually 
their reserve may be eaten up. The Social Security program in our country will help the 
family by providing monthly benefit checks until the children reach the age of 18 years. 

Social Security Act 

What is social security? It is a plan, operated under federal laws, consisting of 
old-age, survivors, disability, and health insurance. Also, a supplemental security income 
program was begun in 1974 for those who are 65 and over or blind or disabled, and who 
hr.ve little or no income and limited resources. 

During the depression of the 1930's, it became apparent that most people had no 
protection against economic risks such as unemployment, disability, death, and old age. 
Federal action was the answer to the growing needs of the American people. Congress 
enacted and passed a Social Security Act in 1935. Initially, the Social Security Act was a 
federal system of old-age benefits for retired workers in business and industry. Since that 
time, the social security program has been broadened to cover many workers who had 
not initially been covered - farm operators, farm hands, household employees, and those 
who were self-employed. 



70 

o 7 

ERIC 



How is Social Security financed? 

Check your pay stub each time you iirc paid, and you will sec F.I.C.A. (Federal 
Insurance Contributions Act) funds deducted. Tliis is your social security contribution. 
The employer and the worker share tlic taxes equally. A self-employed worker has to pay 
the entire tax himself, but his rate is lower than the combined rate of employer and 
employee. Your F.I.C.A. taxes are computed from the amount of your earnings. A 
certain percentage of your earnings is withheld by your employer, and after adding an 
equal amount for his share of the tax, he forwards the deductions to the Director of 
Internal Revenue. The amount that the worker and employer pays is changed from time 
to time by Congress. As of 1976, the contribution rate was 5.85% for each, and 
scheduled to go up after 1977. 

Who likes to think about getting old? We would all like to find the fountain of 
youth, but so far that idea is just a dream. Ideally, each person should make plans for 
support in his old age, make provisions for his family's financial security in the event of 
liis death, and make provisions for financial security should he become disabled and 
unable to work. 

Social security through many modifications has provided partial solutions: to these 
three problems, although the benefits do not usually provide adequate cash for most 
people to live on. 

Old-Age retirement payments 

After an individual has worked long enough to be fully insured and has reached 
the age of sixty -two (widows qualify at age sixty), he and certain members of his family 
qualify for monthly social security payments after he has retired. What does **fully 
insured'' mean? It means that a person is eligible for certain kinds of benefits depending 
on his average earnings. If he is fully insured at death, benefits can be paid to certain 
members of his family. 

The amount paid for retirement benefits will also depend on the worker's 
retirement age. Full retirement is actually at age sixty-five but if the person desires, he 
may retire at age sixty-two with a 20% ricduction in benefits. On reaching age sixty-five, 
there will not be an increase in benefits if he elected to retire at the earlier age. If he 
continues to work after retirement, his earnings must not exceed the amount allowed by 
the federal government's regulations, or his social security benefits will be reduced. 

Disability insurance 

A person is considered disabled if he is unable to engage in any substantial gainful 
activity. For example, if you cannot do your regular work, but can do other substantial 
gainful work, you are not considered to be disabled. In order to qualify for disability 
benefits, you must submit to medical examinations, be di.sabled at least six months, and 
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your disability must liave lasted 12 consecutive inonttis or he expected to last 12 months. 
Your payments would equal those of a persor. retiring at age sixty-five. Once you have 
reached age sixty-fivr, you iMv placed on the uld-nge retircrnciit list. 

Survivors insurance 

Social security benefits are payable to certain members of the family of a wage 
earner if he should die. Dependents and survivors qualifying for benefits must meet the 
following requirements. 

1. Unmarried children under age 18, or to age 22 if they are full-time students. 

2. Disabled unmarried children age 18 or over, provided they were disabled prior to 
age 22. 

3. Wife under 62, v/idow under 60, or surviving Jiv^rced mother, if she is carng for 
a child under 18 or disabled, and if the child is entitled to benefits. 

4. Wife 62, widow, or dependent widower over 60, or a disabled widow, or 
dependent widower 50 or over, even if there were no children entitled to benefits. 

5. Surviving dependent parents 62 or over. 
Medicare 

Medicare is a popular name for our federal government's system of financing 
medical care for individuals 65 and over and for those receiving social security disability 
beriefits for at least tv/o years, regardless of age. There are two plans — Part A (a basie 
compulsory program of lurspitTil insurance) and Part B (a voluntary program of 
supplementary medical insurance). Hach person who is covered is issued a medicare card. 

Part A - hospital insurance 

Coverage under Part A helps pay for the care a person receives as a patient in a 
hospital and for limited follow-up care after leaving the hospital. Most individuals 65 or 
older and those receiving social security benefits for at least two years are eligible for 
hospital insurance autornaticdly. The financing for this protection is through 
contributions paid while the individual is working. 

Part A helps pay for: 

Bed in a serni private r(jom and all meals including special diets. 
Operating room charges. 

Fleguhu* nursing care (intensive care included) 
Drugs furnished by the hospital. 
Laboratory tests. 
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X-ray and other radiology services. 
Medical supplies such as splints and casts. 

Use of appliances and equipment furnished by the hospital such as wheelchair, 
crutches, and braces. 

Medical Social Services. 

Part A does not pay for: 

Personal comfort or convenience items (such as radio, television, telephone or any 
other special items.) 

Private duty nurses. 
Private rooms. 
Noncovered levels of care. 
Doctor's services 

Part B ~ medical insurance 

Part B helps pay for doctor's bills and costs for other medical items and services 
not covered under Part A, including outpatient hospital services. Unless an eligible 
individual declines, he is automatically enrolled in the medical insurance part of Medicare, 
although tliis coverage is voluntary. People with this coverage pay a small premium each 
month to cover part of the cost, and the federal government also contributes toward the 
cost. Part B is kept on a pay-as-you-go basis, as required 1 law. The Medicare program is 
far more complicated than this brief explanation. Further information is available from 
the Department of Health, Education and Welfare. 

Part B helps pay for: 

Medical and surgical services by a doctor of medicine or osteopathy. 

Certain medical and surgical services by a doctor of dental medicine or a doctor 

of dental surgery. 

Podiatri.sts' services which are legally authorized by the state in which they 
practice. 

Other services which are ordinarily furnished in the doctor's office and included 
in his bill such as: diagnostic tests and procedures, medical supplies, services of his 
office nurse, and drugs and biologicals which cannot be self-administered, 

P;irt B does noc pay for: 

Routine physical checkups. 

Routine foot care and treatment of flat feet and partial dislocations of the feet. 
Eye refractions and examinations for prescribing, fitting, or changing eyeglasses. 
Hearing jxnminations for {Prescribing, fitting, or changing hearing aids. 
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Immunizations unless related to an injury or ininicdiate risk of infection. 

Services of certain practitioners, such as naturopaths, Christian Science 

practitioners, and chiropractors. 
Part B also pays for certain outpatient hospital services, such as X-rays and emergency 
room care. 

Private pension plans 

Before the estahlishnicnt of pension plans, all that an employee could expect to 
receive when he retired after years of faithful service might be a gold watch or $100. 
Programs providing for retirement pensions have been established by m: businesses, 
industries, labor unions, and professional associations for their employ. ' jmbers. 
Today, millions of workers are covered by privately sponsored pension progi,.,.;,. 

How does a worker qualify for one of tfiesc pe.isions? He/she must work for the 
sanit! firm or business for a minimum number of years. This is a problem for someone 
who changes jobs often, ncwever. no matter how many times you change jobs, your 
social security is not affected, because benefits arc paid on your total earnings from all 
jobs. 

In 1974 the Employee Retirement Income Security Act was signed into law. This 
law sets minimum standards for private pension plans. One of the most important 
pro^dsions is the guarantee that a worker will not lose his retirement benefits, either 
100% or a percentage of his accrued rights, after he has worked for a company for a 
certain number of years, even though he may leave that company before retirement age. 
The number of years of employment required may vary from 5 to 15 years depending on 
the plan chosen by the employer. 

The law also provides the opportunity for self-employed persons and persons 
employed where there is no private plan to set up their own plans. 

Pensions are paid not only to retired workers of industries, but to retired workers 
of schools, hospitals, and government units. Our military services have a particularly good 
retirement plan based on years of service and rank held at the time of retirement. An 
individual may retire fron» military service any time after the completion of 20 or more 
years of active-duty service at 50% of his base pay plus 2^2% more for each yi.ir of 
additional service up to a maximum of 30 years service. 

Unemployment insurance 

In a modern industrial woild, a certain amount of unemployment is to be 
expected because of job changes, economic conditions, population increases, and 
automation. The federal government established a system of unemployment insurance to 
provide temporary help for those who lose their jobs. Separate unemployment insurance 
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programs arc operated by each state under the general direction of the federal 
government. The goals of the unemployment insurance program are: 

1. To provide an income for involuntarily uneiv<ployed workers and their families for 
a certain period of time. 

2. To maintain purchasing power in the hands of the working population to help the 
businessmen. 

3. To maintain a decent standard of living for people who have no other source of 
income. 

Eligibility 

Eligibility requirements for compensation will vary from state to state, but the 
general rules which apply to a person seeking help are: 

1. He must have worked the required length of time before becoming unemployed. 

2. He must have been unemployed for a specific length of time. 

3. It is not his fault that he is unemployed. 

4. He must register for employment at a Public Employment office. 

5. He must be able and available for employment. 

For Discussion: 

1 What arc the 5 programs included in the social security system? 

2. Who pays for your social secirty coverage? 

3. What determines the amount of retirement bene t its a person receives? 

4. What does medicaie include? 

5. How does changing jobs affect your social security benefits? 
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UNIT IV 
MONEY MANAGEMENT 



Lesson 1 



Inflarion 



What is money? Anything which 
is commonly used and widely ac- 
cepted by a large number of people 
for the settlement of their obliga- 
tions is money. In many areas during 
World War II, cigarettes were ac- 
cepted as a form of money. Money 
ha5 four principal functions: 



FRIES 




1. Medium of exchange - payment for labor, goods or 
services. 

2. Measure of value — determining how much labor, 
goods, oi ser\'iccs are worth. 

3. Store of value — saving money to be used as pur- 
chasing power at a later time. 

4. Standard of future payments — making arrangements to pay a certain amount of 
money for something over a period of time. This :nakes credit possible. 

In tracing the beginnings of money, you will find that its use dates back to the 
dawn of civilization. Such items as cattle, grain, slaves, precious jewels, and tobacco were 
used as money in the past. As gold and silver were valued highly by society, they were 
formed into coins and used as a medium of exchange. 

Inflation is a serious threat to American prosperity. Inflation is a steady rise in prices. 
There is a spiral effect in any inflation. Prices go up. Then working people demand higher 
wages to make up for the r.igher prices. With wage costs up, businesses must raise prices 
some more. And so on and on. 

Economists usually use three cools to measure inflation: the Consumer Price 
Index (CPI), the Wholesale Price Index (WPI), and the Gross National Product (GNP). 

1. The Consumer Price Index is a monthly report of the retail prices of the 
things most of us buy. The Department c't Labor checks prices thrcighout the 
country of about 400 selected goods and services every month. Then these prices 
are compared to prices for the t'xmc items the previous month and previous years. 
Each month the new figure is announced as a news item. 
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2. VliC Wholesale VtiCL' Index r .^^ rrciu wholesale prices with prices tor 
the same items in the past. - jo n.ist pay a lot of attention to this index 
because it often forecasts future '^cre..^ in retail pries. Increased wholesale 
prices are huer passed on to you, the nsumer. 

3. The dross National l^oikict is the t^tal value all goods and services 
produced in the nation. 

Effects of inflation 

Inflation favors a few at the expense of many. In simple terms, inflation is a big 
rip-off for many people right away, but if it is permitted to continue year after year, 
eventually everyone loses. The following people are immediately affected: 

The losers are: 

1. Working people. Wage and salary increases are not usually enough to keep up 
with price increases. 

2. Retired people. These people exist on a fixed income - either privaf^, 
military, or social security pensions. Social Security benefits are periodically 
raised, but never enough to match the cost of living. 

3. People with savings. You may try to spend less than you earn to save for a 
special purpose, such as a down payment on a car or a home, or a special 
vacation. Your savings may be in the form of savings bonds, or it may be in the 
bank in a savings account. Inflation can reduce the value of your savings. For 
example, if you deposit SI 00 ir a bank and earn $5 interest at the end of the 
year, you will have $105. But say that during that same year our nation was hit 
by a 10% inflation. Your SlOO now has a buying power of $90. Even adding your 
$5 interest, ycu can only buy as much as $95 would have bought before 
inflation. Therefore, you are $5 worse off than when you started. 

4. Low-income people. People in this category lose during inflation because the 
greater part of their wages and sal..ry have to be spent for things like food and 
housing, which increase in cost during an inflationary period. 

The inflation "winners" are: 

1. People owing money. Inflation benefits people in debt. A 10^ inflation over a 
period of time would mean that a person who borrowed $100 is able to pay the 
loan back with dollars that have the purchasing power of only $90. However, it 
would only work this way if the lender had not figured a cost o^ inflation into 
his interest rate. 
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2. Property owners. Owners ut olTice Iniilciini^s, warehouses, apartment 1 uildini^s, 
and homes often appear to benefit from inflation in the short run. A homeowner 
buvs a house for S25,t)()i), With inflati(Mi, the value of the home rises q uickly, A 
few vears later, he sells it for i40, M)0, which would appear to be a proHt 
$15,000, But what happens when he tries to buy a similar home? He discovers his 
prt^flt vanishes, because the other house sells for S40,()00 also. 

How can inflation be prevented or slowed? The ways inost otten used are listed 
below. 

1. The government has ways of reducint^ the money supply and making credit harder 
to get. One way is to increase taxes on both individuals and businesses. People do 
net have as much money to spend, and businesses have less money for expansion. 
The government also attempts to reduce its expenditures. 

2. Business firms should try to produce enough goods to meet the demand tor 
them. They should not cut down production to keep prices up. They s!:ould 
avoid buying up raw materials beyond their needs, because this raises the pr^ce of 
these raw materials for everyone. Businesses that cooperate in slowing inflation 
will not try to "tnake a profit" ever)' tiiiie costs increase, but will be satisfied with 
a reasonable profit. 

3. Labor will try to get greater production from each employee and will not make 
unreasonable wage demands in negotiations with industry. 

4. Consumers can help by reducing unnecessary spending. When everyone buys to 
keep ahead of rising prices, prices keep going up 

Deflation 

We hear a lot about inflation, but some of us may not know about deflation. 
Deflation is a fall in prices and income over a period of time. Our country has not 
experienced deflation since tb'' r.riod of the Great Depression in the 1930's. 

Although they are related, economic depression and deflation are not the same 
thing, but they generally occur together, if for some reason business activities are reduced 
sharply, causing prices to fall> and if it continues for several months, the rate of 
unemployment will rise. 

Deflation has its advantages. You can once again buy more with the money you 
saved prior to inflation. However, deflation can reach a point vi^here it will prove to be 
harmful to business in general. 
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Just as there are wavs t.^ -ururol intlatioiK there are methods that clitfereut 
i;roups in our soeierv use to trv to eoutrol detlation. 

K The govc.nincnt has ways ot making ercdit easily available. This makes it possible 
for business to borrow money easily ami cheaply for new factories, machinery, 
etc. The government may also decrease tederal taxes so that peopl." have more 
income left to spend. The government itselt will spend more, too, to stimulate 
business. 

2. Business will produce more goods and try to get people to buy more by offering 
credit arul .o ver prices. 

3 (\^nsiHner> ',v :l! spend tiieir mo: .*v to buy thir^gs that they need. Bargains are 
often available . 

For Discussion: 

1. What is inflation? Deflation? 

2. Explain the effects inflation has on rctiied people: low-income people; working 
people. 

3. Give the meanmg^ for Consumer Price Index, V/holesale Price Index, and Gross 
National Product. 

4. DiscLss the ways that inflation may be halted or controllf^J by (1) government, (2) 
business firms, and (3) consumers. 

5. Discuss the ways the consumer can help control deflation? 

6. How has inflation affected housing? 
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Lesson 2 Planning Use of Your Income 




What is income? It is the money earned by I'^hor, business»or property. What will 
determine your income? The value pla :cd on what you do determines the amount of 
money that you are paid. A Kiv^hly skilled carpenter can sell his talents for a higher 
income than a corrmon liborer. Higher wages ^vc also paid v/here businesses compete for 
workers with scare? talents and skills. Thos*^ wlio have the ability to supervise and 
organize the work of others arc usually placed in managerial positions and are paid higher 
wages. 

A family may earn a substantial inc me but may not know how to use that 
income wisely. Each family must decide how to make the best choices for getting the 
most from its income. We tend to raise our standards of living as our incomes increase. 

Living within your income 

A wise spender tries to get maximum benefit from his income. Not many of us 
can say that we get all the things we want. Sometimes we want things tlut we don't 
really need. Just because your neighbor has a new car does not mean that you must have 
one also when your old one is paid for and operates quite efficiently. Maybe your 
neighbor can afford that new car because his income is greater than yours, or perhaps he 
spends his money differently from you. 
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The store manager knows that there are people who are impulsive buyers^ and he prepares 
for theiu. He siniplv places hard-to-resist itetns near the store entrance or at some other 
conspicuous ;>iace. Aie you one oi these persons that did not plan to buy, but are 
tempted when vc^] see things attractively dis;*hiyed? Have you ever had an allowance at 
the beginning n( a week disappear long before the week is over? Living within your 
income requires good money management. A budget helps you plan the us^^ t your 
inoney. We will learn more about budgets in Lesson 3 of this unit. 

In your study of life insurance^ you discovered there was no one policy to su't 
everyone's needs: this is true for good money management also. Experts can give ynv 
suggestions which yoi can adapt to your own needs. The following aspects of money 
management should be considered: (1) substantial income, (2) wise spei;ding, (3) proper 
use of your purchases, (4) planned gifts and contributions, and (5) some sort of savings 
program. 

Substantia] income 

The good njoney manager plans to earn a substantial incom-^ :\ -M will support 
those who may be dependent upon him. During'your school years y: .. txJi t.ave worked 
at some sort of part-time job. After you have finished your schooli-Jf. . vo i are ready for 
full-time employment. You should be prepared to meet the qualificatit veui'ired for the 
kind of job you are seeking. 

Employers often require a minimum of a high school uducat^o-i tor full time 
employmeni-, and for some iobs more training is required. Those who are mature, well 
educated, and technically trained are most likely to be employed first. 

Wise spending 

Before you buy something, especially if it is an expensive ite;n, ask youjitlf these 
questions: 

1. Do I really need it? if so, why? 

2. Is it worth the cost in terms of m;, c i-ort to earn the mon'. y? 

3. Is there a better use for the mon " /: 

4. Am I buying it to do as others ' o*' to show . ff? to make someone envious? to 
make myself feel important? 

You will find that buying is simply a matter of making chc'r?ii. You must ch:^;:•3e 
between wants and needs, between one product and another ot the san)< kind, and 
between spending your money now or saving it. 

There are not too many people who earn enough money to buy everything they 
want without considering whether they are financially able to pay for it or not. Planning 
can help you get the most for your money. Wai:ch for special sales and bargair- j hcKi [ 
advertised by all retail stores. Some sales are clearance sales to close out styles, models, 
or items at the end of the season, while others are special goods brought in for the sale, 

81 

ERiC 87 



At the ' Mnii.iu; ut the season, style ^oocis are at their highest prices. Prices will 
go down as the* •^>easv^n prc^gressos or if sales are slow. A smart consumer avoids buying 
merchandise ne dc;^ s not need immediately. Ot course, some of our foodb are seasonal 
and we cannnot defer our buying until prices fall. However, u person c i watch prices 
and buy the kinds of foods that are being sold eurrentb' at reasonable prices. 

You very sddoiii get something for nothing, exen chough some things may appear 
to be free. If you receive trading stamps or premiums the*: costs are included in the 
prices you pay. Sometimes thei;e stores may offer bargains in a few areas, but charge 
more in other areas. Check before chopping to deterimne whether or not prices offered at 
the trading stamp stores are really a savings. 

In most of our communities, discount stores try to compete with the larger 
department stores. They may carry household equipment, appliances, clothing, and even 
food products. Many of their products are unknown brands. Some may be good and 
others may be of poor quality. Deliveries and lepair services are nc' ?lways available, and 
in many cases, if available you pay extra for them. Ii you buy from a discount sto^e, 
make sure you are getting good merchandise. 

Proper use of your purchase 

We often do not take care of the things we buy, even vhen we pay a lot of 
money for something. Let's say you have an expensive new 10-i'^eed bike To show ofi 
your new bike, you take it to the swimming pool and leave it unlocked, and it gets stolen. 

We could think of many other examples. Your textbooks atv. left in the rain or 
lost, handled with unclean hands, or maliciously damaged. awnnir 'ers and other 
materials are Itft out in all kinds of weather, allowing them to rust. ^aiJnre to lubricate 
your car or make minor repairs on it when necessary shortens the car's life. 

Planned gifts and contributions 

Most people earning incomes consi.ier it a responsibility to .pporl their churches, 
reputable charities, and other worthwhile groups which depfend on public contributions, 
such as the volunteer fire department and rescue squail services. 

You should plan your contributions, and give whatever yov fee. yov c..:i spare. Be 
wary of unsolicited mail received from charitable organizations. Many of these 
organizations are legitimate, but others are frauds, if you are not sore of the legitimacy 
of one of them, or if you do not want to contribute, either mark ^^Unsolicited - 
Return to Sender'' and give it to the postman, or destroy it. 

Prepare a list of special dates to remember for personal gifts, such as birthdays, 
anniversaries, graduations, and other occasions. With such a list, you can plan in advance. 
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S;»vings p»ogram 

Evciyonc talks about saving, but few ever do anything about it. It is like making 
a New Yejr's resolution, but never putting it into practice. Your best plan for savings is 
to Jevc^)p a habit of saving regularly, no nutter how small the amount. Establish one or 
nuav g(.als for saving, such as future education, marriage, a car, a vacation^ or going into 
business t >r ; ourself. Money sa^ vd will work for you by earning interest. Open a savings 
a^coUIlt at vour local bank, join a Christinas or VacatuMi Club, or buy savings certificates 
or savings bonds. Your place of employment may liave a savings program offered through 
a payroll deduction plan. 

Putting your money under the mattress is old-fashioned and foolish. There it 
works for .lo one ^ except burglars. Furthermore, if it is there, you will be tempted to 
spend it nu;re readily than if it were invested in a savings program. 

For scussion: 

\ Wliy is a carpenter paid more than an unskilled laborer? 

2. Discuss the importance of a budget in living within your income, 

3. Before purchasing an expensive item, what questions should you ask yourself? 

4. what goals might you estabhsh for saving money? 
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Lesson 3 



Money Management for the F-amily 



Any person, no matter how hirge or 
small his income niij;ht be, must do some 
financial planning if he wants to use his 
money in the best way possible. Financial 
planning will consist of budgeting, keeping 
certain records, and providing for savings. 

Budgeting 

You would not attempt to drive a car 
without some kind of steering mechanism on 
it, so why spend your money without a 
budget to guide you? What is a budget? A 
budget is a definite plan for using available 
money to obtain as many as possible of the 
things we want. It will involve estimating 
how much income is available that can be 
spent or saved, and then planning expendi- 
tures. Income includes not only what you receive in wages or salary, but earnings from 
any other sources. Expenditures include all money spent and money saved. The following 
are good points to remember when planning a budget. 

2. Your spending habits may not change just because you begin a budget, but the 
budget should help you make important adjustments. 

3. You must plan your own budget; you cannot use someone else's budget. 

4. A good budget attempts to meet the needs and wishes of all members of the 
family. 

5. A good budget must be flexible. 

Estimating available cash 

The family budget should provide a space to indicate ail cash available to be 
spent. This includes actual cash on hand, cash in a checking act.ount, income that is 
expected, and any money that may have to be borrowed. Usually the savings which you 
have put away for emergencies will not be included, unless you have plans for spending 
any part of your savings. 
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Only your net wages, or take-lujnic pay, should be considered. Wages and salary 
may be estimated tor a year in advance by considering wliat they were in the past year 
and by making any adjustment that you anticipate, such as raises. 

Estimating expenditures 

There are two kinds of expenditures - fixed payments and variable payments. 

Fixed payments 

These expenses include large items such as rent or mortgage payments, insurance 
premiums; real estate taxes, and installment payments. These arc expenses which must be 
paid regularly, if you arc not prepared to pay these bills when they cjmc due, you could 
find yourself in a lof of trouble. It is a good idea to spread out large expenses su that 
one large payment will not have to be made at one time. For example, to pay a real 
estate tax which is $240 twice a year, put aside S40 each month and you will easily meet 
your semi-annual payments when due. 

Variable expenses 

After fixed expenses have been provided for, and after you have planned a savings 
program if possible, your next step in planning the use of your income is to consider 
those expenses that vary from day to day. What must you provide for in this part of 
your budget? Well, eating is still a big fad in our day, so food is a large expense. 
However, there are other areas in this part of the budget to be considered, such as 
clothing, house furnishings, health and personal care, recreation and education, and gifts 
and contributions, if there is to be any juggling it would have to be in this part of the 
budget. Those expenses listed under fixed expenses do not change. 

Savings 

Not everyone preparing a budget will provide for a savings program, but those 
desiring security and independence will try to save regularly. What is the purpose of 
saving money? People save for various reasons, such as financial security, vacations, 
education, travel, clothes, or emergencies. Who can anticipate unexpected expenses and 
when they might occur? That little nest egg you planned for in your budget could be a 
lifesaver for you or a family member. 

Daily ca.>!i record 

When you are setting up a budget, you must have an idea of how you spend your 
money. The most a.ccurate way to determine this is by keeping a record for a period of 
time of all money receive^ and a}\ money spent. If you keep a daily record for a month, 
you will have a clear picture of the way your money is spent, and you can draw up a 
realistic budget that will work for you. < |j 

85 

ERiC 91 



.^sets and liabilities 

You Iiavc heard iliese two words used often, but what do they mean? Your assets 
are w^hat you own and your liabilities are your debts. A wise head of a household will 
determine his net worth by making a chart or a statement of his assets a .d his liabilities. 
Then, his -net worth is determined by subtracting the total liabilities from the total assets. 

Using percentages in budgeting 

You will find a knowledge of how to use percents is useful in preparing budgets, 
figuring interest on loans, and for many other uses in our everyday lives. 

At some time during your education in mathematics, you should have studied 
percentages. But many of you may have forgotten what the word means, while others are 
a little confused about it. Percent is easier to understand if you remember that is the 
same as a fraction whose denominator is always 100, The percent sign is %. Percent 
figures can be expressed as cither a common fraction or as a decimal fraction. 

Example: 



Percent Common Fraction Efecimal Fraction 

3% 3/100 .03 

6% 6/109 .06 

9% 9/100 ,09 

15% 15/100 .15 



In calculating percent, you change the percent figure to either a common fraction 
or a decimal fraction. 
Example: 

4% of S300: $300 x 4/100 - $12, or $300 x .04 = $12. 
6% of $250: $250 x 6/100 = $15, or $250 r .06 = $15. 



Sometimes it is easies: to convert the percentage to a fraction. The following i^re 
some of the fractions most commonly used: 

25%= 1/4 33 1/3%= 1/3 20%= 1/5 10%= 1/10 

50% = 1/2 66 2/3% = 2/3 40% = 2/5 30% = 3/10 

75% = 3/4 60% = 3/5 70% = 7^0 

80% = 4/5 90% =9/10 
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Practice Exercises 

1. Tl.e annual interest earned on SI, 800 is 7% at ABC Savings and Loan, Find the 
amount of interest tor a year. 

2. A suit regularly sells for $80, It is on sale for iWo off. What is the sale price? 

3, The Matthews family budget is based on $12,000 take-home pay. Find the dollars 
spent on each item. 

Food 25% Housing 30% 

Clothing 10% Transportation 12% 

Savings 5?? Local and State Taxes 10% 

Insurance 4% Entertainment 4% 

4, George Green agrec^d to contribute 10% of his weekly pay to the United Fund for 
4 weeks. He earns $220 a week. What was the lotal amount of his contribution? 

For Discussion: 

1, What is a budget? Name the parts for a budget and explain each. 

2, What is net income? What are deductions? 

3, Explain why food and clothing are not required to be the first consideration in 
preparing a budget. 

4. In setting up a budget should the family use the net amount after taxes as the 
amount for estimating savings and expenditures? Explain. 

5. What is the daily cash record and what purpose does it serve? 

6. Explain what is meant by assets and liabilities. 

7, How does the head of a household determine his net worth? 

8. Percent may be expressed in common and decimal fractions. Give the fractions for: 
a. 33%, 3%, 5y^%> 94%. 
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Lessors 1 



UNIT V 

OUR AMERICAN TAX SVSTl'M 



History o( Taxation 



It you had a rcv^ular job last siiniiiicr or 
if you work part time now, part oi your 
wiiges were withhold for income tax pur- 
poses, if you work, your incoiue is subject 
to taxes and probably will be for the le 
mainder of your life. Taxation has bectMue a 
permanent part ot our lives in America. 

History of taxation 

The books of the Old Testament are 
filled with references to taxes and tax col- 
lectors. Payments then were made in flour, 
meal, sheep, wine, or oil, rather than coins. 

The Greeks and Romans hesitated to 
levy direct taxes because they did not 
want to alienate the citizens; however, they 
did -tax conquered provinces. Rome also had 
poll and inheritance taxes. 

The first known taxes in England were land taxes, levied by size of holdings, the 
beginnings of property taxes based on rental value. A quarrel between Parliament and 
Charles I climaxed in civil war, mainly over taxes. The new Bill of Rights of 1689 
proclaimed that no tax could be levied unless granted by Parliament. 

Refusal to extend this privilege to the American colonies is believed to have been 
a major cause of the American Revolution, and the reason behind the Boston Tea Party. 
The colonists felt they were being taxed without representation. 

The ratification of the United States Constitution in 1789 gave the new Federal 
government taxing powers. 

The Civil War greatly increased the costs of the government. To provide funds, 
our first Federal income tax was levied. It was used as an emergency measure to finance 
the Civil War. Many opposed it even while the war was going on. The income tax law was 
repealed shortly after the Civil War, but in spite of all its criticism, it had been a gi'eat 
assistance for financing a costly war. 

Our present Federal income tax became law in 1913, stemming from the 
sixteenth amendment to the Constitution of the United States. 
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For Discussion: 

1. Discuss the early terms of taxation. 

2. How are our taxes different today? 

3. When did our Federal income tax begin? 
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Lesson 2 



L evels and Kinds of Taxes 



Expenses incurred by ti;overninents in 
providing protection and services uuist be 
paid. Therefore, federal, state and luc:d 
governments must have some plan for 
raising funds to offset these expenses. 
Taxation is that plan. 

what is taxation- Taxation is the 
compulsory contribution of money to a 
government to provide services for the 
common good. We help pav tor these 
services whether wc use them or not. 

Primarily, each American pays taxes 
on three levels of government federal, 
state, and local. 




1. Local and State taxation. Most oi the government's expenditures are made for 
schools, streets, social welfare, and maintenance of a police force and a fire 
department. Tax rates vary in different towns, and so does th-e quality of the 
services provided. The major source of income for local governments is the 
property tax, a tax levied on real estate. This tax is based on the assessed value of 
the property. 

Most of the expenditures of the state governn^ent are for education, social 
welfare, and highways. Less important are expenditures for general government, 
health, protection, debt redemption, economic development, and public utilities. 
Some states pay a greater part of the cost of public education than others. Recent 
court decisions in New Jersey and other states are expected to lead to more state 
involvement in the cost of education in order to equalize educational 
opportunities in all school districts. Sources of tax revenue for the state 
government are usually income taxes, sales taxes, license fees, and highway tolls. 

2. Federal taxation. The United States Constitution gives the government the power 
to collect taxes. Most of the Federal tax funds are obtained from the Federal 
personal and corporate income taxes. Other revenue sources are the Federal estate 
tax, gift tax, excise taxes, and custom duties. 
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\ \(. isc faxes 

1 i.i.i.. . , •. . . . I-. ! i!uitu\!. Ai: (.-x^-^nc t.ix is 

.ifi- s \ ■11)^' ' . : : :!< .» - > ! ,i: . ' , v. i (• L : ..!•, \^ r.i \ > m ^li^arLTti. s is im|nisc(.i as 

■ t v!:: : 1 1 ra\ ■;: • ' ' ' ; 'l ' ;;,t;'\ i .■ ' ! ■ ■ : :i, ';'s pr:^ tiu' v" ^■iisunu r. 

!M\ rh^- f r\ • ■ - '1 i 11/ ' . I ii m( !i .■; w i irxis. rlu Lr>c ft tiic 

.\Kt)|>nlu !">L'\ci.i^f t,iv ril; ^ ^. isLiiriciuIv CDlU'ctcil on 

l!^ ■■.ik>^iiir! f v." Aliuli iiiciu-.L- !c\'ios on distilled spirits 
A liTi. I lu M' r.i\(. s art- cullcctcd from tlic distillers and 
hu Aci >, I'i:: ..Ill' iMv.i.d ^ii to tlit- lKjii'.,r store ownor .uul is paiel hv the 

v-»nsurt'a : p.irr ^ r th^ pLirvli.i^r [m uc. Americans are among the heaviest 
drinkers i.^ rh.- n'voiKK .md. .il! K'\e!s ot our government have taken advantage of 
that t.ii [. ik-Nuie^ iii/ A f'edrr.il ra.\. the consumer is also taxed bv the 

Nfare. 

L C'omnumit atu>n tax i'in>i t'l Aiiieii^a's entrv intu World War I. Congress 
t ri.u re. .Ill f .iner^.;eiu \ Kew niu Bill Ahieh introduecd the first tcle[:)hone and 
tele^^r.i: :i 1 1 'mrmiiiiLation t.ixe^. l>:irinL: the earU' vears of these Caxcs. tlicv 
juodiiccd. m'.n; tit, in S*tf") niilh.)n, and because of tliat success they have 
coiuinueil Hi turce. State and loc jl tax oi^ the telepho le service overlap. It vou 
(dieck v (Hir celephrone bill, \ on will tind them listed on ;t and added to the totals. 

d. (iasolinc tax M.mv Mie raxis on gas.'iine are sup^ ,cd to be direct raxes on 
rile prodiKMs wr ^tii tin. disti ibiit^r' . l-ut they .tre p^fSsed on t(> the customers 
tlirough .m iriLrease m the retail pnees. These taxcs rcscinble otlic** taxes that arc 
supposed to be direct, but which in practice become mdirect- 

e. Tobacco arid cigarette rax if vou w.mt ro sm<jke. tt eri you must pay the taxes 
imposed on rh.it p.u k ot cigarettL-s. Tobacco [products, mainly cigarc s, -irc now 
taxed in all SO states, Tml- tob.i^(,o tj\ creates .i valuable rcveiiac, u. ting to 
hundreds of millions ot doll.irs .mnually. 
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WwT'. t r''; \ -iiat V. ji.iy jrc .ict'Mltv- liuKlcn taxi^s. lu'causc niDSt o( us arc 
.I.'-..': •• ^ •!'..: \^ ; [>a\ int; iIk-iik i^^r example, vum may pay a saK-s tax 

■Aii- ri \ '11 A :if '. T'. ' rr. N'lai are awafc of paving tliis tax, but you may not 

'"\ir V rax , .jit : ii: utl m the selling; price. The rnimufacturcr has paid social 

eiir"v ]',;■: r ^'.<\rMll r,t\es, .md no doiiln sales taxes on ttie raw materials that were 
tK v'-K-vi m f:M i ietuiing tlu- .et. fVi)|)crt\' taxes were paiJ 0:1 the tactot^' in whicli the 
M't A as n\.iiu r.u • ui Lxl. ^\b<^ tr.ms|)v)rtati(.)n costs have b'-eii included in the selling price, 
iTivl t!u;se .^'Sis inelude taxes rhar the railro<id or rrucking companv has liad to pay. And 
^o .'li an<J .'!). Although it is ilitHcuit to trace tfiese taxes, liidden taxes are estimated to 
iv'. i'.i'j'- (or ap[^r -\imaLelv percent of evcrv dollar of ret<iil sales, 

Prnprrty taxes 

A f'r'iperr\ tax is on.e levied primarily on real estate, land, or buildings, but in 
:me places al^o on personal property, such as car. furniture, and jewelry. Each 
comrnunitv estahlislies its own tax rate. The rate is usually a certain amount of dollars on 
each SI 00 oi ..ssessed valuation. In many places tne assessed valuations are not the true 
market value. Wliat a liomeowner pays in property taxes is determined not only by the 
fax rati*, hut also bv tlie wav tlie property is assessed. 

In Cv^Ionial times, a man's ttjtal income and wealth may have all been connected 
with real estate, so the effect of a tax 0:1 such property would have been the same as a 
proportional tax on income. But today, the ability to pay cannot always be measured on 
the ba.sis ot property i)wneLl. 

Automobile taxes 

F>esides p:A 'rg f-etleral taxes on gasoline and tires, tlie automobile buyer must pay 
a FAHleral manufacturer's lax, the amount depending upon the weight and dimensions of 
the ( ir. This tax is listed separately by dealers as part of the total cost. Owning an 
aucouu;bile is becoming an expensive investment a fact which many low-income 
families and teenage ear owners are discovering. 

For Discussion: 

1. What are the thr<v government levels of taxation? Give examples of each. 

2. Name some oi the excise taxes we pay. 

3. What is meant by hidden t axe si 

'\. Explain how the amount ot property tax a hon.eowner pays is determined. 
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Computing inccwiv: tax returns \v.)uKi be 
simple if all ot us paid a flat perrentagc of 
our ciolbir incomes. But we do not. The 
Federal income tax is a pro^res.^ivc tax based 
on the ability to pay. People \'.ivli low in 
comes pay a smaller percentage ot their 
income in taxes than those with higher in- 
comes. 

Withholding wages for federal income taxes 

Spring used to be an unhappy season for 
the wage earner. Why would these people be 
in an unhappy state of mind? You guessed 
it. It was income tax return time. They used 
to have to make a lump sum payment for 
taxes on their last year's income, which had in most cases long been spent. 

In 1944, Congress passed the Withholding Tax Law. or *'pay as you go plan.'' 
Employers must deduct taxes from each employee's paycheck on each payday and send 
these taxes to the Federal government. The amount withheld depends on the amount of 
the employee's earnings and the number of dependents tl^e employee has. This system is 
also used by some states in collecting state income taxes. Each year, before April 15, all 
persons subject to income tax must file an income tax return with the Federal 
government. 

Who must file a Federal tax return? 

Although the Federal income tax applies to both the individual and business 
firms, we will concern ourselves only with the individual. 

Here are examples of individuals who must file a federal income tax return 
according to the 1975 tax regulations: (1) single adults whose yearly incomes were 
$2,350 or more; (2) single adults 65 years or older whose yearly incomes were $3,100 or 
more; (3) married adults with incomes of $3,400 or more, and (4) self-employed people 
whose yearly net incomes were $400 or more. You should check the current regulations 
and instructions from the Internal Revenue Service for the year you are filing your tax 
return. Your instructor should get copies of current tax forms for you to examine. 
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To nil W 4 

An cHiplovrc suhic, t to inctMuc lax wirliln )lc'ii\i; fills cmk and returns to his/her 
employer Form W 4 svhieli iruiieatcs th'' L-inployee's in.'^rito! status and the number of 
withholding; allowaneer^ claimed lor depeiulents. 

If vou ;^nd vour s[)ouse lM)th work, you may divide your total allow:uice in any 
tr.anner v.ou wish, ^^.ut vou may not claim an allowan alsn c^iirned by your spouse. 

If vou h(jld .wo ]obs at .he same cime, and ehiim .dl r.f your withhukiing 
allowaiiees un the f'orm W A filed with one employer, vdu should claim no allowances 
on t!u; Form W 4 filed with the second employer. 

Cash tips are considered income, if vou receive rip^ of S20 or more in a calendar 
month, vou must report to vour emplover the total tips received, for income and social 
security tax withholding purposes. 

If you had no income tax liability fi.)r tin.- past year and expect to have no tax 
liability for the current vear, you may apply for exemption from withholding tax. The 
exemption .ipplic-s onlv to income tax and not to FICA (Social Security) tax. 

Form W - 2 

This is a statement froiTi your employer showing the wages and other 
compensation paid you and the taxes withheld from your wages, if you worked for more 
than one employer during the year, you should have a W • ? form fiom each employer. 

The emplover sends one copy of this form to the Internal Revenue Service and 
two copies to the employee. The employee sends one copy with his :ax return and keeps 
one copy tor his own records. 

How to file individual income tax remrns 

In recent years, the Internal Revenue Service has ;:ried to simplify the forms used 
for filing individual income tax returns. One will admit that for many, the system is still 
complicated. In most cases the Internal Revenue Service will mail you eithei Form 1040 
or short form F(^rm 1040 A with instructions. Those who do not rt ceive copies th \ 
tlie mail may obtain copies from a bank, post office or t'he nearest Internal V 'iuc 
Office. 

Which tax (om should you use? You may use the short form, Form 1040A, if all 
your income was from wages, salaries, tips, dividends, and interest, and if you use the 
standard deduction allowed by the Internal Revenue Service. You should use Form 1040 
if you itemize your deductions. Some of the expenses which may be deducted are: state 
and local taxes, interest paid on loans and installment contracts, contributions to 
churches and charities, and medical expenses if they are more than a certain percentage 
of your income. 
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If the amount of tax vour ciiiplovor Iwjs withhclo is more tluin the aetual amount 
owed, then tlie govcrnrneru will nuui you a refund check, if not enoui;h tax has been 
withheld, then vou must pay the difference to the internal Revenue Service. 

For Discussion: 

1. Why is tlie Federal income tax .i pro^^rcssivt rav? 

2, How does the tax w ithhuKlint; system aork? 

^. Wow do vou i;0 about filin^: Federal income t:L\ return? 
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^OPPOSE You MAKE A LITTLE LESS ... jhj ORPER TO MAKE MORE 
Now WHILE LEAR^JI^JG- A SKILL WHEN YOU HAVE A SKILL LATER 
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uNi r VI 

PLANNINC YOUR rirrURh 
Ll*ss(jii 1 l iviiiii and Workiuii in our ncoiioiiiv 



^Ar'lu !i ^houM >tarr thinknu: .ihiiiit \nuv lilt.' u-u-k' Preparing; {or tlic future is 

a i!;r;ulual pr<jccs^ wliici: lias h^-cu rjkin^ place siiu'c vnu (.'iircrcd [he first grade. Wc arc 
not talkini; aln)Ut the training vou have rcci'ivLvl in rLMttiiui. writing, or aritlinictic. Wc arc 
concerned with tlu" glinipsc*^ ol piotcssions, Dceupations. and business vou have obtained. 
Take a closer locjk into vov i .uture. \<:ur liii;h schLH)l da\'S lUAy not be the end of your 
education. <is nianv of vlhi niav go on to college or to technical sch{H)ls. Some of y a 
rnay enter the niilit irv services and others will seek crnploynient. 

it might he a wise tiecision tor you to ':;ikc st<.)ek of yourself. Just what sort of 
person are ^nu'' U'hat do vou like to tlo' F^o vou do well in your studies? Which subjects 
do vou like"^ Are you punctual, and what kiTui of attendance record do you have? What 
are vour working motives^ 

Working motives 

Perhaps the word "work" has meant tiothing to you in the past. You have had 
your food, clothing, shelter, and speiuling moncv provided for you. This is the last year 
of forrncd education for manv of vou. but what lies ahead? if you were asked the 
question ''Wliv do we work'" you might consider it quite foolish, because it is obvious 
that we work to suppiv the necessities of life. However, we find that there are other 
reasons for wc)rking. 

a. Personal satisfaction A person who enjoys his work has the energy and 
in^ti.itive to do his \o[) wolh He is not bored with it, and his efforts give him 
satisfaction. A craftsman is proud of the product h.e has made or of the skilUul 
repair he has performed. In this complicated business world of ours* workers are 
sometimes a very small par^ of a large r^rganization. However, each can gain 
satisfaction from knowing that he has contributed to the economic success of the 
firm. 

b. Recognition Everyone needs recognition, and this is something we can get from 
working. Recognition on the job takes such forms as praise from supervisors, 
promotions, salary raises, and certificates of merit, 

c. To be of service to others - In this category arc those people who perform a service 
for others. T' in hers, religious leaders, social workers, and nurses are some of the 
people that sfrvr .others. 
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d. ror security Fvcntually vou will reach the auc when your earning power will 
eitlier decrease or stop. You should make plans for independent old age. Social 
security pensions arc not enough. People in America are living longer, so the 
period of retirement is longer. Elderly people, like anyone else, prefer to be 
independent, to live where they want and go where they please and above all, to 
do as they please. In t^rder to do this, they must have sufficient income to be self 
supporting. 

Planning your career 

Did you know that there are thousands of different kinds of jobs in the world? 
Ever\' day new ideas create more new jobs. Before you choose an occupation, you should 
know something about the kinds of jobs you can choose from. There are five general 
kinds of jobs: unskilled, lightly skilled, specially skilled, skilled, and professional. 

Strength is needed for most Hfiskilied jobs. The unskilled worker should be a 
person who does not get tired easily. Building laborers, warehousemen, longshoremen, 
truck drivers' helpers, janitors, and household workers are unskilled jobs. For the lightly 
.^killed jobs, you need some training. You are usually trained on the job. Office machine 
operators, gasoline station attendants, sales clerks, receptionists, waitresses, and truck 
drivers are lightly skilled occupations. 

Specially skilled occupations require some special ability or knowledge. You 
usually go to a school especially established for these skills. Some specially skilled 
occupations are barbers, detectives, stenographers, and photographers. Much training is 
required for the skilled occupations. For some of these jobs you must have a high school 
education, while in others, you need a college education or technical training. 

For Discussion: 

1. Name and discuss 4 reasons for working besides earning enough money to buy the 
things we need. 

2. Which of these reasons is most important to you? 

3. What are the differences in training requirements for the following kinds of jobs: 
unskilled, lightly skilled, specially skilled, skilled, and professional? 
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F'iiKliiit; OiU Ahouf: Viuirse!t 



Why you must know vourselt 

Before voii can know yourself, 
you haw- to be vourself. T!ie 
trouble is most of us trv to be 
somebody else. Take your home, 
for example. Does your kid brother 
like to pretend he is tlic most popu- 
lar gunslinger on television? You, 
too, may have had idols that vou 
tried to be like. Perhaps you try to 
be like the most popular person at 
your school. 

Try to be yourself. Being your- 
self does not mean following cver)^ 
mood and whim that enters your 
head. It means that you must de- 
cide things thoughtfully for your- 
self, so that you do not blindly 
foil ow the crowd. Many parents 
want their children to follow in their footsteps go to the same schools and enter the 
same career. Sometimes this is the right things to do and sometimes it is not. You must 
know yourself to make wise decisions. 

What do you really want to do? 

Practically everyone begins with an immediate w.ont. It may be the want of an 
athlete to run the mile faster than anyone else. Or it may be the desire of an attractive 
girl to buy a new gown for a prom. Suppose these people are granted their wishes. After 
the runner has set a record and thr attractive girl has become the ''belle of the ball," 
each would want something c^^ a fter that something else. 

Most people move '-or ohl- vant to another without ever realizing that what 
they really wish for is >oi rhing m. .e basic. A much more fundamental and basic want 
is to follow one's int \ . . You can only do this by preparing yourself for work for 
which you are best Httc :d nl): you most want to do. 
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What kind oi woi k woulil y'n\-^-:' 

PcrliHps v.i'.i iijVL' lu-.'.J IH-^'-^- , "tt t iiiiil kiu-wu ihcii what I know now, I 
wcmid Ikiv'c icikcn Miv:i) suJi >«>.!k.** A' fli. -^^tjz^^' ot \ oiw liic. nobody expects vou in 
have had nianv < )di[\iriv 'iiai c\|H.rieiK e... Ixit v ou du have an (^pj^ortuixity now to learn 
soincthini; abknir different (ui n}).;. :is. V^)M !i)ay h' lm Irorn hcioks. films, school projects, 
or visits to a facu.»: v or i lHee. 

Wlicn opjuMcmnties like (h!:; Lake j^hice, wliat captures your attention and 
inicrest? The seieitiitie i.-t (rjoiica! a>[K'Lts ina^ .ii^peal to you; or the idea of workini; 
inside an office because vour interests lie in the ureas oi management. It you become 
aware of vour interests. \ v)u will bei;in to i'wxd out vv hat sort work you like to do. 

What arc you looking tor? 

Tliere are some people .vho iuili^e success entirelv in terms ot money. Usually 
they are the (»nes vvlu> are williiii; U) take irrear risks and make sacrifices for personal 
gains. Others are more interested in job security. They arc often found in government 
jobs or in a secure jc^b in a large corporation. Th.ere are others who are more interested in 
prestige than in liigh salaries. They are satisfied with the publicity, tide, or respect that 
uoes alon^ with certain positions. Tiie tvpe of success that you should seek will depend 
on what you arc looking for in vour career. 

Do yon have the ability to do tfie work? 

Be completely honest aith yourself in ans^vering this question. Select a job that 
will challenge your mental ability, but not one that requires an ability you do not 
possess, if the job requirements are too simple, the job will soon become routine and 
boring. 

Perhaps you had better take a good look at your sciiool grades for an indication 
of what you can do. Did you work hard to get by, or did you get good grades easily in 
tough academic subjects when you studied? if you are in the former group yriu may have 
a mind that would do better in some tield other than the professions. By struggling, you 
have learned the value of persistence and can stick to a task. You might do well in shop. 
If vou arc in the latter group, you are fortunate if you have learned good habits of study 
and work. You will have to concentrate if you are to succeed in any profession. 

What sort of personality do you have? 

What is meant when you say, ''She has a pleasing personality?" There is no easy 
way to define the word ''personality." Personality consists of those qualities that make 
an impression upon others. This impression is based largely on three qualities: 
appearance, voice, and behavior. These impressions may be favorable or unfavorable. You 
should attempt to eliminate those qualities that make unfavorable impressions and 
strengthen those that create favorable impressions. 
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Impressions arc innucru:cd by your a[>pcar;iiu:c vuni ' ii.'s, your posture, and 
vour grooHiini;. Ho \ uu wear clotlu'S ajtprvjj^riatt.' tor rlic occac.ior, Arc tlioy clean and 
pressed? How do you sl.uui ai)d \valk' 

Witli the increased, use of telephones, television, ra(H(), and pubHc address systems, 
we have become inr)re conscious of voice and speeds A pleasing voice is an asset on the 
• and HI personal Hlc. A ke\ requireinenr in most occupations today is being able to 
cc)ninuinicate. You nuist be able to express yourself. You can cultivate a good voice, but 
it is of Httle value it vou are careless in the use of hmgiia^^e. 

Although attractive appearances and pleasant voices bring about favorable 
impressions, sucli impressions cari be erased by improper behavior. The following qualities 
are especially imporrant. 

1. Be honest Nobody can be considered completely honest if Ite is honest in most 
tliinirs, but dislionest in Httle things that he believes may nor harm anyone. 

2. Be cooperative A fcnnball team wouhi get nowhere without the cooperation of 
all eleven players. You niav find a few jobs where one person can do everything 
by liimself, but teamwork is usually the key to success in the office, in the store, 
or in the factory, as well as in spcuts. 

3. Be dependable Do vou keep promises? Are you punctual for classes ana 
engagements or are you constantly tardy? Do you finish the jobs that you agreed 
to do? What do vou do if ycni cannot keep appointments? 

4. Be thoughtful - Are you considerate of other people's feelings? Try to help those 
less fortunate than yourself. Show interest in the activities of others and 
congratulate them on their achievements. Be a good loser and avoid being 
involved in idle gossip. Your problems are enough for you to handle without 
being involved with those of others. 

5. Use good manners -- Good manners always add to your business success and 
social popularity. Knowing what to do and how to do things right makes you feel 
at ease and avoids embarrassment. 

Your personality is your complete self - your physical being, your grooming, 
clothing, cleanliness, speech, and behavior. You are in complete command of 
these qualities, and only you can decide to become the kind of personality you 
want to be. Remember that while you arc young you can change many of your 
personal qualities. Undesirable habits can be corrected, new interests can be 
developed, and mistakes can be remedied. 
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For Discussion: 

1. How can you learn about different < )ccu[)ati()tis'^ 

2. What things should you consider when deciding what kind of v » i want to do? 

3. What are s<)iuf characteristics that niake a j^ood i?n[)ression on others r 
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Hew Jobs are 

OPENING UP ALL 
TflE TIME. ..THE 
THING IS TO FIND 
OUT WHERE THE 
JOBS ARE... AND HOW 

TO MAKE Contact/ 




Read the want ad5. 
you can even put \^ 

AN AP YOURSELF. 

T 



lOU CAM CALL DIRECTLY 
ON COMPANIES OR 
GOVERNMENT PEPARTMENT5. 



ERIC 





you've <3oT z ^asic \ 

WAYS OF TAKIN6 ACTIOH: ] 

IGOOUTAHPLOOKON J 
VOUR OWN OR CREATE / 
A JOB YOURSELF. ^ 



2 GET PROFESSIONAL J 
HELP FROM AN 



EMPLOYMENT AGE Ncy, 



ir WHAJ'3 THe'^S^i;;!/^ THEV 

ADVAf J-TA6E0FM WORK FbR 



USING AN 
AGEKCy^d 



The employment 

AGENCY GUIDES YOU/ 
APV»5E"6 YOU, AND HELPS 
you LAND THAT :»"oEJ...YOU 
GET PROFESSION/' U HELP. 



THE REPUTABLE 
AGENcy HAS A 
GOOD STANDING 
IN THE COV\MUNlTY.: 
IT IS WELL KNOWN 
TO EMPLOYERS/ 



mm 




^ AS YOUR 

^ REPRESENTATIN/E 
THEY GET ON TOP OF 

THE JOB MARKET FOR 
YOU— LIKE FINDING 
WHERE TVIE JbBS 
ARE...WHO NEEDS 
WHAT ANP HOW 
MUCH EACH 
SKILL PAYS. 



ANP 
THENT><t 
. SORT Of 
ISELL M^/ 
R/6HT? 



41 
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Private employment services arc in business to make a profit, and they charge a 
fee for their services. For some jobs, the employer will pay the Fee for the job-seeker if 
he is hired, but usually it is the job-sceker who must pay. The fee is usually a percentage 
of the salary earned for the first month or several months. A check should be made with 
the Better Business Bureau or the Chamber of Commerce before using some employment 
*igencics because not all of them are trustworrhv.. 

Y ow to apply for a job 

Whenever an employer has a job fill, he 'sually must select the best person for 
the job from a number of applicants. - .n'^.g of applicants in large businesses is done 
by J personnel director. 

Hiring procedures differ with dit uM^r employers. However, common hiring 
procedures include the use of application blanks, tests, ' letters of application, resumes, 
and interviews. 

Application blanks 

The purpose of an application blank is to scm'= j information about an applicant 
for a position. Most application blanks require tli mdividual to give his name, age, 
address, list of references, and other infonnation about education, previous employment, 
or other qualifications. This information is used by the employer to decide if an 
applicant is worthy of further consideration for employment. 

Fill in the sample application blanks on the following pages. 
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TODAY'S DATE 



Form 248 



MONTH . 

DAY 

YEAR 



Name 
In Pull 

Address 

Social 
Security # 

Married □ 

Bir+h riace 



Single H 



In Case of 
Accident— 



Addre«, 



EMPLOYMENT iPPLICATIOlS 



Phone 



flf R.P.D. or P.O. Box, Glvo Street or Road Name) 

Number 
of Dependents 

Date of Birth: Month 

Citizen □ Naturalized □ 



(Includo self) 

Day 

When Naturalized 

Dote Entered U. S. 



Year 



EDUCATION 




EUm*ntfiry 


Yri. 


High School 


Yri. 


Coll»g» 


Yrt. 


Corr»ipond*nc* 


□ 


Ev». or Bus. School 


□ 


Other 





Height Foet 
Weight 
Color of Hair 

Physical Handicap 

GUsses — Yos □ No □ 
Relatives Working Hero ? 

Give Names 



Inches 
Lbs. 



Color of Eyes 



PREVIOUS EMPLOYERS 



1 1 


POSITION 


FROM 

I 


— TO 


REASON LEFT 


WAGES 


2 


1 






3 






4 






References: 


The Above Muit Cover a Period of 5 Years or More) 

(Alto Ssrvic* Rscord, If mny.) 

Signature of Applicant 



Interviewed by: 

n \ 
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APPLICATION FOR EMPLOYMENT 



Social Security No 
Name of Applicant 
Present Address 
Telephone No. 

In whose home and address f 



( LaRt N;imp) 



Strr^l and No. 



( 



Date of Birth 

Wei^^ht HeiRht 
Citizen of what country 
Married Siti^If 
No. Children 



Date 



City or Tuwn 

If None give nearest Phone 



Place of Birth 



Yriri in StJtr 



Widow (er) Divorce 
No of ()th(?r dependents 



19 



Middir Namr 



In Whai County 

Srcond f'.tprri 

Separated 



Boards 

Independent 



Witli Yes 
Part'iihi No 



F!ducation 

Home Life: Owns Buying' Rents 

Trade (if any) Utiicm 
Kind of work dt'>ire:<l 
Qualifii iiUy ^ - r»rien( e 
Altemii! iA ' . ..>r,s 

Are you related to any Director, Officer or Kmployee of this Company or any of its Afriliat<'d Com- 
panies? 

(If 'vi. (ftvr Urttiiiif 

Have you had any serio..., ilhn ss or injury wilhirj the past five years 
(If s*), Kive full details) 

Have you any physical Defects or infirmities?- 

(If So. (;|VC iJftNlll) 

Are you willing to submit to a rc^wUw physical examination ()y this Company's Physician if recjuired to 

to do HO 

Have you ever, or are you now receiviuK from a former employer compensation in any form for partial 
dijuibility 



Date Kmployed 



Dei)l 



As 



H)9 
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Narm* and Addrt-ss of lVes(»rU Ktnployer 



Date of Krnploymeiu I'rom 
KeasDiJ for desirriK ^ liaiiK^' 



To 



FROM . 



ro 



PREVIOUS EMPLOYERS 

:\MK A ArMJfV|:sm)F EMF't.OYKK POSITION RATE OF PAY 



REASON 
FOR LEAVING 



K( marks 



( I- j\Urt H 1' 111! NHm*«J 



(Moth«r'« Full Maiden Nam*) 



If rrj^istrrt-d with U. S. KtTip!oyni(Mit S«Tvice, give No. of rf'Kistration card 
In r ' of Sorious Illiioss or Arcifh-nt Notify Name 



f'honr 



Relatives or I'rwMUiS Employed Here 

Relatives or I*rieo(Is Emi)loyed Here 

Nam(* of beneficiarv 
or Ix-neficiaries 

Address of Ix-'nt^liciary 
or l>eneficaries 

Relationship of b<*nerici;!ry or 
Beneficiaries to undersiKned (imployee 



Middlfl 



City 



R«Utlvfl or KrUnd 



Which 



Which 



Age 



Stat* 



In consideration of my employment, I aKree that if at any time I ahall make claim against the Company 
for personal injuries, I will submit to examination by a physician or physicians of the Company's selection, as 
often as may Ix' rerpiested, atid upon refusal or failure to do so, the claim shall be deemed waived, or if legal 
action has been taken by me. the same shall abate. 

If the corTipany carri(»s or shall carry in' ance under an employee's compensation lav/, I agree in case of 
injury, to a(:c(!pt said insurance and waive all . lion for damages. 

I hereby certify that the ah>ove fiuestions have Ix-en answered by me to the best of my knowledge and 

Ix-lief. 



N«rni> ot Applicant 
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Tests 

Tests arc frcqucntlv used hy businesses, government departments, and 
employment agencies to measure special skills required on certain jobs, such as typing 
and shorthand. Other types of tests are used to measure an applicant's interest in an 
occupation, his personality, or his aptitudes. The use of these aptitude tests has declined 
in recenr years. l*eople generally do not like to take such tests, and the validity of the 
results is questionable. 

Letters of appl'cation 

Letter, of application usually include such information as a person's age, 
education, work experience, list of references, and special qualifications for the job. In 
some cases emphasis is placed on how carefully the letter is prepared. A carelessly written 
letter may cause tlie eiTiployer to judge the applicant as a careless worker. -Your letter 
will usually compete with others; it is your representative. Take a look at the sample 
letter of application for the proper fcjrmat. 

For Discussion: 

1. Name at least four possible sources of help when you are looking for a job. 

2. What is an employment agency? 

3. What information is usually included in a letter of application? 

4. Compose a letter of applicatit^n for a job whicli you tliink might be of interest to 
yoii. 



Ill 
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SAMPLE 



24 Prosper Street 

New Brunswick, N.J. 08901 

January 16 , 19 



Personnel. M^inager 
Industrial Electronics 
New Brunswick, N.J. 08903 



Dear Sir: 

This letter is in reply to your ad in Wednesday's paper asking 
for an experienced salesman of electrical supplies and equipment. 

I have been in the selling business for the past six years. 
Before I was employed at my first job I went to New Brunswick High 
School for two and one-half years, and then transferred to Middlesex 
County Vocational and Technical High School. At the latter .school 
I took a course in Industrial Electricity. Because of this, J 
feel I know what I am selling. After attending high sr.hoo] 1 aljo 
took a two-year course in salesmanship, which I completed VLiry 
satisfac tor ily . 

I am 25 years old, single, and am free to travel. I intend to 
mi'ike selling my career, for as you can see I've been in the selling 
business for a good number of years and like my work. 

I am using the following people as references: 

Dr. Joseph F. Frank New Brunswick Electric Supply Co. 

175 Livingston Avenue 30 George Street 

New Brunswick, N. J. New Brunswick, N. J. 

My phone number is 257-3831. I would appreciate an interview 
at your convenience. 



Yours truly, 




Alex Simpson 
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Lesson 4 



The Rcsutiie 



What is a resume? The resume is a brief 
summary of your backp-ouncl which is sup- 
posed to .create a desire on the part of a 
firm or individual to want to see you per- 
sonally. However, an effective resume plays 
a greater role. Even aitcr you have been 
interviewed, the chances are that your re- 
sume will ' read again, by the individual 
who saw V iis well as by other people in 
the organization. A good resume will keep 
selling you throughout the interview and ne- 
gotiation process. 

Importance of a good resume 

In writin,^ vour re'ume, try to be brief, but do not omit important or essential 
information. Most pei 1 managers prefer one or two pages for resumes. The length of 
yours will depend on your particular situation. The number of copies needed will depend 
on the position you are seeking. 

Your background, education, and experience determine the order in your resume. 
Highlight the factors that are particularly relevant to the job. Your resume should be easy 
to read. Remember that a personnel man.'iger probably rcad.s resumes for hour after hour 
each day, and if yours is concise and correct you will stand a better chance of having 
your message remembered. 

Grammar in the resume is choppy, and sentences are incomplete. Of course, you 
can only use this style of writing in resumes and never in the formal letter of 
introduction or application. The sample resume is to be used only as a guide. You will 
individualize it according to your particular needs. If you follow it for general style, 
form, and content, you should produce a well-written resume. 

Try to avoid having your resume look dull and uninteresting. Develop a resume 
that is alive and interesting; and above all, that sells you to the reader without him being 
aware of the sale. 

Selection of data 

Include all the facts you need to cover the necessary information. Organize and 
present your data as briefly and clearly as you can to take full advantage of the suggested 
resume patterns. Pretend you are the personnel manager who has to read many resumes 
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and interview many applicants daily; you will find brevity and clearness are important. Be 
car\?ful not to toll a better story than the actual facts warrant, one you could not support 
in face-to-face discussion of your q ualificaricnis. Avoid the temptations of trying to make 
your resume do more for you than it can. 

Format and paper size 

1. Name and address: Start by writing your name and address and telephone 
number as shown in r!^' ';;nnples. Let your name stand out by leaving spaces 
between your name a: ad , 

2. Occupational objectivL: i hi > s!u:)uld be a clearly worded statement of what you 
are looking for in a job. It is important that you express yourself exactly here, or 
you might find yourself in a position which, although it fits your qualifications, 
does not satisfy 'your abilities. You may find yourself pointed in the wrong 
direction. Your overall objective may be generally stated, but the specific points 
in which you are interested must be stated precisely. 

3. Education: Detailed information about your education is useful and important. 
Begin with your most advanced grade. Though you may not possess a college 
degree, list the various schools you have attended, as well as courses of study and 
any special training. 

4. Experience: List your former positions and give as much information as 
possible about your qualifications and length of time in those positions. List as 
''primary gains" valuable experiences achieved from your training or previous 
work. 

5. Personal data: The general tendency is to give personal data on the line after 
the name and address. Some personnel managers find that standard information 
(marital status, height, weight, health and appearance) limits their knowledge of 
you. Many prefer more extensive facts at the end of the resume, while others pass 
over these data because they attach more importance to your experience, 
education, and capabilities. Where you place this information is optional; but it 
is recommended that you place it at the end. 
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RESUME FORMAT 



NAME 



Address (Street) 



Telephone Number &: A rea Code 



City K \tc, Zip 



Objective Write your goal for tlic future and include how position you are 

looking for with this company or industry fits into your goal. 

Education Include all formal education and special training that you have had» 

particularly any training that might help you in the position you arc 
applying for. 

Practical List all jobs that you have had» beginning with your last job and working 

Experience back. Include the dates of all jobs. 

Other facts T J of your community activities^ hobbies, speaking abilities, and any 

other things chat might make the employer think favorably of you. 

Personal data Birth date . . . Marital status, number of children . . . height . . . weight . . » 
condition of health. 
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Jane A. Smith 



12 Edge wood Road 



201-765-1234 



Smalltown, New Jersey 02345 



Objective Position as beautician in a beauty salon. Future goal is owner or 

iM 'n.iger of a beauty salon. 

Education (;i.iduated 1974 Burlington County Vocational-Technical High School^ 

Mount Holly, New Jersey. Took Hairdressing course and related courses. 
Passed State examination. 

Experience June 1975 - Dec. 1976 Betty's Beauty Salon, Smalltown, N.J. 

Beautician 



Jan. - June 1974 Cliarm Beauty Salon, Smalltown, N.J. 
Part-time job as sliampoo girl and receptionist. 

Hobbies Sewing, bowling 

Community Member of Rescue Squad, Smalltown. Solicit contributions for Heart 
Fund and March of Dimes. Teach Sunday School at Reformed Church, 
Middletown, N. J. 



Personal data Birth date September 24, 1956 
Marital status Single 
Height - 5'5" 
Weight - 118 lbs. 
Health — Excellent 
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what to avoid in a icsiinic 



2. Never use abbreviatimis, es[H\i.Jlv x\\c reiin "etv AfU tliiDv; inipott.iiit enou^^li to 
be sf.vi'cil -slivHil^l he lUir. 

3. Do iu>r into imuli iletail ab>>iii woik btlov\ \.nii tv)p level ^-t iinploMiUMit . 

4. It is best not to state the salarv \oli tlesin-. SvHiie autliorities siiu^est sou tiiul tuit 
about tbi* eiMTipai)\ 's le\'el of salarv before yniir interview. Save > our diseussioji of 
salarv tor the interview. A hii^h salarv asked on vmir resume may harm your 
eliances ot t;ettini; an interview at all. 

5. Do not limit vourselt" to area, salar\ , or position desired without considering 
which of these is the lui^st important to you; or it anv are re important than a 
cliancc for advancement. Make a decision ot\ which ot these you would be willing 
to sacritlcc. 

6. Know beforeliand whether vou will accept a stepdown in authority and 
responsibility. Do nor expect to start at or near the top. In business, time is 
needed to prove your ability, and no matter how good you arc or think you are, 
you just do not start at the top. Remember, you will only be paid for what you 
can contribute. 

The length of a resume 

There are no definite rules ot. l!u length of your resume, if your history is short 
because your education or experience i . limited, one page is sufficient. When you have a 
lengthy history of background and experience, you can use either two or three pages, but 
never more than three. Remember - employers seldom have ti^ne :o rea ^ more than 
three pages, and if you write more, they might miss somer' ^ important while trying to 
cover all that you have included. 

In short, your resume should be long enough to tell the employer all that he 
should know, but short enough to avoid all trivia. Use this suggestion as a rule of thumb: 
one page for applicants with little experience, such as recent high school or college 
graduates; two pages for applicants with up to ten years experience; and three pages for 
professional people and executives with long years of experience. 

For Discussion: 

1. What is the importance of a good resume? 

2. What information is included in a resume? 

3. What determines the length of your resume? Do you think t lie longer it is, the 
better impression it will make? 

4. Using the format shown on page 115 make out a resume for yourself. 

117 

ERiC 1*^3 




Come o^J WiTH CONFIDENCE 

(WITHOUT BBHG ARROGAt^r ) 




^ 5ELL Yourself ^ 

(Without exaggerating) 

m 




WELL, SI I 
WORK.EP WEEK 
ENDS PEUVERIM6 
GROCERIES TO hAAKE 
EXTRA K\OMEY ?oR 
SOMESPofrr 
mUlPMENT. 
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Lesson 5 



The Job Interview 



The pcriiDnal interview may be ycmr most important applicuion of oral 
communication, for your career may depend iipoti your success in selling y mrself during 
this interview. The employment inter\^iew is also one of the best examples of total 
communication, because it is in ttie interview that the job applicant reveals whether or 
not he possesses the conmninication skills required in the position for which he is 
applying. 

Preparing for the interview 

The employment interview can be one of the most important events in a person's 
experience, because ttie 20 or 30 minutes spent with the interviewer may determine the 
entire future course of one's life. 

Interviewers are amazed at the number of applicants who drift into job interviews 
without any apparent preparation and with only the vaguest idea of what they are going 
to say. Their manner says, '*Well, here we are.'' And often that is the end of it in more 
ways than one. Others, even though they may not intend to do so, create an impression 
of indifference by acting too casually. At the other extreme, a few applicants work 
themselves into such a state of mind that when they arrive they seem to be in the last 
stages of nervous fright and are only able to answer in monosyllables. 

You can avoid these marks of inexperience by knowing a little of what actually is 
expected of you and by making a few simple preparations before the interview. 

The time and place 

Find out the exact place and time of the interview. This may sound too basic to 
mention, but it is an unfortunate applicant who assumes that the interview is to be held 
in a certain place and then discovers at the last minute that the interview is somewhere 
else. Do not leave it to your memory; write the time and the full name and address of 
the company down and keep the notation with you. Be sure to have your interviewer's 
full name, and find out how to pronounce it if it looks difficult. Above all, be sure to be 
on time, because late arrival for a job interview is almost never considered excusable. 

Research 

Do some research on the company interviewing you. It will be helpful to know 
what its products or services are, where its plants are, where any other offices or stores 
are located, what its growth has been, and how its prospects look for the future. Think 
about questions that you might wish to ask before you go to the interview. Take a pencil 
and some note paper with you. Keep them out of sight unless you are asked to take 
something down. You also should take a few notes mentally and jot them down on your 
note paper immediately after you leave the interview. 
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HOW TO 



HERE'e THE PROSPECT 
YOU'RE TO CALL ON ...FIRST 
IMPRESSIONS ^OUA/r ON I 

W\hA! ^AAKE SURE YOU'RE J 
ON r/MBf 



WERErARB 



f wouldn't PLEHiy I no/ LOOK 
} OP MAKEUP X ^ 
•^fAAKE ME LOOK \ NATURAL.' 

MORE MATURE? /| ^AIR NEAT 

Tl SIMPLE 
JEWELRY 

n PERFUME? 

'-'minimum! 

ITMI&HT 
OFFEND I 
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Personal appearance 

The essentials ot '^^latness .»i'd cleanliness when appearing for an interview scarcely 
need be mentioned. The clothii:g you wear to the interview should be neat, clean, 
comfortable, and appropriate. Remember, you are job hunting and not going to a party. 
As the in<er\^iewer talks to you, he will notice such details as nails, teeth, make-up, and 
hair. A full eight hours of sleep the night before will contribute to your fresh, alert 
appearance. In simple terms, any detail of appearanr and dress that attracts 
unfavorable attention will count against you. A trained interviewer knows that there is a 
direct relationship between personal habits and work habits — sloppy appearance, sloppy 
work: neat appearance, neat work. 

You can rehearse your role for a play, but you cannot rehearse your role in an 
upcoming interview because you do not know what cues will be given to you. Your 
best guide is to rely on your own courtesy and good sense. The following are a few 
tips which may help you: 

Relax 

It is normal for people to be nervous during an interview. Experienced 
interviewers expect a certain amount of nervousness, but try to avoid doing things 
which might make your nervousness more obvious. If you do not know where to put 
vour hands, leave them in your lap and keep them still. The interviewer is there to 
hire people, not to trip them up or embarrass them. 

Your manners 

Good manners are often taken for granted, but any lapse or omission is noticed 
immediately, f^ractice common courtesy and etiquette. 

1. Be on time - Not only is it rude to be tardy for an appointment but it may 
make the interviewer wonder whether you as an employee would also be late to 
work often. He might also conclude that you do not really want the job since 
you are late. Rushing to arrive on time will leave you breathless, so get an early 
start, to allow time for unexpected delays. 

2. Meet the unexpected with poise, tact, and humor - If the interviewer is not 
ready to see you, take a seat and oc'cupy yourself while you are waiting. Never 
make the mistake of saying, **But Mr. Jones told me that he would see me at nine 
o'clock." 



122 



128 



J. Follow the lead of the interviewer Remember, you are his guest. Shake hands it 
he offers to do so, and grasp his hand firmly, A limp handshake indicates 
weakness. Wait fc^r an invitation before seating yourself. It is the host^s privilege 
to seat vou where and when he wishes. 

4. ExMbit tact and graciousness in your conversation - Listen carefully. Do not 
interrupt, even if the interviewer is long-vvinded and you think of something you 
wish to tell him right away. Follow his conversation leads and show him that you 
understand the implications of what he says. Do not bore him with long nonsense 
conversations. 

Equal employment rights 

Federal and state laws state that a person cannot be denied employment 
because of race, religion, color, or national origin. Federal law and some state laws 
also prohibit discrimination because of sex, if you think you have been discriminated 
against for any of these reasons, you should contact the Equal Employment 
Opportunity Office in Washington or your state Drasion on Civil Rights, 

For Discussion: 

1, What preparations should you make for a personal interview? 

2, Why is your personal appearance important? 

3, Name some rules for good manners during an interview. 
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UNIT vn 

USING CREDIT WISELY 



Kinds of Credit Available 



The majority of business in the United 
States is done on the basis of trust. Con- 
sumers find it convenient to buy on credit, 
and many firms find it profitable to pro- 
vide it. Credit is so popular today that 
some firms would be forced out of busi- 
ness if they did not offer credit service. 
Businessmen themselves frequently borrow 
money with which to buy goods and 
services in order to offer credit to their 
own customers. It is quite common for the 
retailer to buy on credit from the whole- 
saler and for the wholesaler to buy on 
credit from the manufacturer. Credit, then, 
is very important to us and has become a 
major part of the American way of life. 

Consumer credit 

The term refers to debts for goods and services for personal and family use 
that are paid within five years or less. This type of credit is used to satisfy our 
personal needs and wants. Consumer credit usually involves smaller sums than the 
credit used by businesses. 

Consumer credit is more widely used today than ever before. There are many 
forms of credit. Consumers use gas and electricity in their homes and are later billed 
for the amount they use. This is a form of credit. Imagine the inconvenience of 
paying every day for the gas and electricity used, to say nothing of the cost to the 
utility companies. People also obtain credit from milk companies and from the boy 
who delivers the daily newspaper. One of the most widely-used forms of credit is the 
charge account at retail stores. Practically everyone uses some kind of credit. In fact, 
new forms of credit are constantly being devised. 

During recent years, merchants, banks, and other credit institutions have come 
to recognize the fact that, when the economy is sound, it is profitable to extend 
consumer credit. Gome estt«'n'es indicate that two-thirds of all Americans have had 
occasion to ur ic*-, many forms. 
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Our economy is based on the e\ch;int;e money. Most people are dependent 
on a cash income, if a (htscmi's supply df mt^iey is cut o\\ for a short time, he finds 
it difficult to ^^et tocul and shelter and the (Uher necessities of life, Wher^ we 
encounter tniancial difficulties, credit heconies a necessity. 

H(nvcver, many people do not use credit only in emergencies. Our modern 
technolo5;y has inade more i^tunls available to more peciple than ever before. Items 
such iis automobiles, refrigerators, and television sets are too expensive to be paid for 
out of one paycheck, so many consumers, counting on future paychecks, borrow 
money or take out installment contracts in order to enjoy the many goods and 
services that arc available to them, ''Buy now, pay later" has become a common way 
to acquire the things we want and need. Merchants are willing to wait for the cash 
payment when tlic economy is sound and there is plenty of cash in circulation. 

Types and sources of consumer credit 

A consumer can obtain credit in many different ways. Many stores will transfer 
title to goods in return for a promise to pay the full purchase price at a later date. At 
other times, a consumer agrees to pay part of the purchase price each month until the 
total purchase price and carrying charges have been paid. Some people will borrow 
money from a finance company and pay the store cash. 

Open-account credit 

Merchandise is sold by many businesses on open account or charge account. 
When you make a purchase, you simply say, **Charge it, please." Title to the goods 
passes to you immediately, and the store accepts your promise to pay at a later date. 
No notes, written contracts^ or other written obligations to pay are involved in 
open-account credit. However, you are required to sign the sales slip to indicate that 
you have purchased the merchandise. 

You will be sent a bill once a month. The trend among department stores 
today is to allow thirty days in which to pay bills. Generally there is no special charge 
for this credit service, but a charge will be added if the customer does not pay within 
the period allowed for payment. 

Open-account credit is granted not only by retail stores, but sometimes by 
doctors, dentists, television repair firms, plumbers, and other professional people and 
service firms. Charge accounts are an informal kind of credit, scarcely more than a 
'^gentleman's agreement/' depending mostly on the businessman's confidence in his 
customers. An honorable person will live up to the agreement and keep his credit 
standing good. 
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Revolving credit accounts 

Many stores have introduced a type of cliarge account that offers limited credit 
to the consumer. Under this system, tlic maximum amount that may be owed to the 
store at any one time is determined at the time the account is opened. For example, 
if your specified credit level is $120, you may charge goods up to a cost of $120 and 
pay for purchases over a six* to twelve-month period. Each month a certain portion of 
*the total amount is due and must be pjud to keep the account in good standing. New 
purchases may be charged to the account at any time as long as the total amount 
owed does not exceed the established maximum of $120, This helps to prevent the 
consumer from charging more than he can comfortably repay. A monthly service 
charge (interest) of 1 to iVi percent of the unpaid balance is charged. This monthly 
rate of interest can be misleading, however. The Truth in Lending Law requires lenders 
to disclose annual as well as monthly interest charges on revolving accounts. For 
example, a V/i^o monthly charge is really 18% per year. 

Credit cards 

Credit cards are widely used in place of cash. Many people carry more than 
one credit card. There are three kinds of credit cards - single-purpose cards, travel and 
entertainment cards, and bank cards. 

Sincle-purpose credit cards are issued by a firm for use only in buying from 
that firm. They are most often issued by department stores, oil companies, and other 
retail businesses. There is no charge for this type of credit card, and usually revolving 
credit is available as well as open-account credit. 

Travel and entertainment cards are popular with businessmen and those who 
travel a great deal. American Express, Diner Club, and Carte Blanche are some of the 
better-known cards of this type. These cards enable the cardholder to charge purchases 
at participating businesses throughout the country and even in foreign countries. They 
are used mostly for hotels and restaurants, but often they may be used in retail stores 
as well. The cardholder pays an annual fee for this type of card. 

Bank credit cards are issued by banks and can be used at any participating 
business - retail stores, restaurants, or hotels. There is no charge for these cards, and 
they may be used either as open-account or revolving credit. Bank Americard and 
Master Charge are two of the major bank cards. 

To protect the credit card user, the Fair Credit Billing Act gives three principal 

rights: 

1. The right to get your bill on time. A creditor cannot charge you any finance 
charges unless the bill is mailed to you at least 14 days before payment is due. 
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2. Protection against billing errors, if you write a creditor about an incorrect bill, 
the company must acknowledge your complaint within 30 days and must 
resolve the dispute within 90 days. 

3. Protection against being charged for defective merchandise. If the store where 
you bought the merchandise will not replace or repair it, you may inform the 
credit card company of the problem and withhold payment until the dispute is 
settled. 

Advantages of cash payments 

Some people insist on paying cash for everything they buy. They say there are 
good reasons for doing so. 

1. You can do a better job of shopping. You are not restricted to the stores where 
you have accounts, if an article or price at one store does not please you, you 
can go elsewhere. You can save money and have a wider choice of goods. 

2. Merchants sometimes give discounts to customers who pay cash. 

3. Stores that do not have the high billing and collection expenses involved in 
offering credit can frequ'intly afford to sell goods at lower prices. If you shop at 
these stores, you often can save money. 

4. You are not tempted to overbuy. 

5. You have a bigger margin of safety. Some people get into tight situations when 
sickness or other emergencies arise. They have overstretched their credit and there 
is no reserve left. They might even lose some things they have partly paid for. A 
person who has no debts can use credit as an emergency cushion. 

Advantages of credit accounts 

If you keep your credit under control with a sensible budget, it has its own 
advantages. 

1. You establish your credit by using it well. The person with a consistent record of 
charging and paying will get credit more easily in an emergency than the person 
wlio has always paid cash. 

2. Credit is convenient. You do not have to carry large sums of money with you or run 
up banking costs by writing many checks. If you see an attractive article 
advertised, you can order it by telephone. Monthly bills and the checks in 
payment make recordkeeping easy. 
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3. You may get better service. Stores try to please their credit customers. You are 
identified as a regular customer. Often you are given advance notice of sales, 
which ^ives you a chance to select from the full stock. 

4. You are not limited to the cash you have at the moment. You can take advantage 
of sales even though you do not have enough cash at the time, 

5. Credit is a pay-as-you-use plan. You can buy an item and enjoy using it while you 
are paying for it. 

For Discussion: 

1. What is meant by consumer credit? What are some of the kinds of consumer credit 
we use? 

2. What are the two basic kinds of charge accounts, and how do they differ? 

3. Name and discuss the three kinds of credit cards. 

4. How do you think the use of credit has affected our lives and the economy? 

5. What are *the advantages of using credit and of using cash? 
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Lesson 2 



Opening a Charge Account 



In small communities, merchants may 
know many of their patrons well enough 
to give them credit without asking ques- 
tions. However, it is usually necessar)* to 
apply for credit from a firm by filling out 
an application blank and submitting it to 
the credit department. Often the process 
can be done by mail, but sometimes the 
customer must be interviewed by" a member 
of the firm's credit department. 

The information requested on the appli- 
cation blank helps the credit department 
decide whether or not the applicant is a 
good credit risk. Application blanks differ, but most ask the prospective charge cus- 
tomer to list his name and .address, the narne and address of his empioyer, the nature 
of his job, how long he has been working at his present job, the name and address of 
his bank, and the name and address of several references. 

When a customer applies for credit and is asked to fill out a form, he should 
not become annoyed or attempt to evade questions. Remember, the .^icrchant is not 
trying to pry into your affairs. You are asking him to take a risk; therefore, he has 
the right to receive adequate information on which to base his decision. 

Upon approval of your application for credit, you will probably be issued a 
credit card or charge plate, which usually contains the account number and space for 
your signature. It should be presented each time a purchase is made. You will be 
asked to sign the sales slip. The salesman will compare your signature with the one on 
the card or plate. It is very important that you guard against loss or theft of all credit 
cards and that you report any loss immediately to the firm issuing the card. 

The credit bureau 

Many firms are members of a credit bureau. This credit bureau furnishes its 
members information on credit applicants, and the members report to the bureau on 
the standing of their own credit customers* if you fail to pay your bills at Store A, 
you will find Store B wary of you; on the other hand, if you pay your bills promptly, 
you will find it easy to establish credit at other stores. 
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These bureaus exehange information not only among local businesses, but with 
those of other cities as well. Merchants are eharged for this service, md the more data 
required, the higher the eos^. 

Tlic three Cs of credit 

Ex tendinis credit is like lending money. It always involves some 'isks. Many 
business firms have failed because they had thousands of d^ '\ the books'' that 
they could not collect. 

The businessman must take care to grant credit only to persons who can and 
will pay with reasonable promptness. At the time you request credit, he will consider 
you in the ]ii^;"it oT the three Cs of credit: capital, capacity, and character. 

Capital: What is your net worth? Net worth equals assets (home, auto, bonds, 
fumi:u'"e) minus liabilities (notes, mortgages, unpaid bills). 

Capacity: What is your income or earning power? Do you have steady 
employment? Will you have money to pay the bill when it is due? 

Character: Do you meet your obligations? How good is your word? If your 
word is good, a merchant may stretch a point in your favor, even though you do not 
have a large income. 

The merchant is frequently on the spot with respect to credit. Refusing to 
grant credit may cause him to lose a sale, if he cracks down on a slow payer, he may 
offend a person who would otherwise be a steady customer. Sometimes he may be too 
lenient either for his own good or for the good of his customers, who may be 
encouraged to form bad habits. 

Return of mercharidise by customers is another headache for the merchant. 
Everyone occasionally has to return goods that are unsatisfactory, but some customers 
order many items, intending to keep only one and return the rest. A recent survey 
revealed that the average medium-size department store is forced to handle 80,000 
returns each year, at a cost of about a dollar apiece. 

All the blame does not rest on the customers. Some stores push sales by urging 
people to use their credit. This often causes customers to spend recklessly, buying 
more than they can actually pay for. All of these practices tend to raise the cost of 
selling goods and consequv^ntly the cost of the goods themselves. Often liberal credit 
terms attract enough business to offset the expense of offering credit. Extra service 
entails extra costs, and credit is no exception. However, many customers feel that the 
service is . what it costs. 
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For Discussion: 

1. When you apply tor a char[;c acccnint, how chn's rlic merchant decide whether or 
not to let you open rhe account'' 

2. if you* don't p. . your bills on time at one store, hf)W will your credit standing be 
affected at ■' stores? 

3. Wliat are the three C\ of credit?" 
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Lesson 3 



Installment Buyinj^ 



Most people cannot afford to pay cash 
for items such as an automobile, a stove, a 
refrigerator, or a television set. Instead of 
saving our money till wc have enough to 
pay cash, most of us use these items while 
we are paying for them. This method is 
known as installment buying. 

Installment buying is very popular in 
the United States. Some reports indicate 
that one-third of all retail sales are made 
on the installment plan. Approximately 
two-thirds of all automobiles and more 
than half of all household appliances are 
sold by this method. This kind of credit 
blossomed around the time of World War I; 
and today it is an established practice in our country. 

How does installment credit operate? 

There are basically three majtu differences between open-account credit and 
installment credit. 

1. A finance charge and perhaps other special charges are added to the price of 
goods purchased on the installment plan. 

2. A formal contract is involved in installment buying. This contract usually 
requires the buyer to make a down payment and then pay a set amount each 
week or month for a specified length of time. While the buyer may have the 
right to use an article while paying for it, he does not hold title until he 
completes the payments. 

3. Installment credit is usually extended for a longer period than most charge 
accounts. Payments can be spread over a period of time ranging from three 
months (90 days) to several years. 

Cost of installment credit 

As a sensible buyer, you will not expect credit to bo free» You must realize 
that you are getting the use of goods as you pay for them; and you must be willing 
to pay a fair price for this advantage. Customers who buy on the installment plan 
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must pay interest charges to cover the additional costs that the merchant incurs when 
he extends this type of credit. Charges will vary, but they must always cover three 
kinds of costs: pure interest, insurance against estimated losses, and administrative 
expenses. 

Pure inter'est 

what is pure interest? It is the interest payment without any other charges 
added, such as a carrying charge or insurance coverage. The man who extends $100 of 
installment credit foi a year could be using the money in other ways. Although you 
can enjoy that color television set while you arc pa^ in)- for it, you must also realize 
that you are paying extra for that privilege. The pa) iks of interest could be used 
for other things had you saved and paid cash for the item. 

Insurance against estimated iosses 

There is always some chance that a debtor cannot or will not pay. A lender 
will refuse to grant credit if he thinks the risk is too great. However, even though he 
makes a careful selection of risks, he must expect some losses from bad debts or some 
extra expen^^s in collecting from those who have not made their payments. 

Administrative expenses 

Operating an installment program involves the expenses of credit investigation, 
legal assistance, bookkeeping, billing, and collection. These extra charges or expenses 
are figured in your payments. 

Is installment credit worth the cost? 

Now that you understand the operation of the installment plan and the costs it 
involves, you might ask yourself/'Is it good business to use installment credit?" That 
question is the subject of endless discussion. Listed below are a few advantages and 
disadvantages of installment credit. 

Advantages: 

It enables you to use goods while you pay for them. 

Your standard of living might be raised. Through the installment plan you 
can buy a car which otherwise might have been impossible to obtain. 

if you are under contract to make payments, you will manage to make 
them instead of wasting the money on something e-se* 

It can help people get a start in life. 
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Disadvantages: 

Installment credit reduces your total buying power because you will pay 
more for the things you buy. 

You may be tempted to overbuy because the payments look so easy. Too 
much of your annual income could be tied up in installment payments 
unless you plan carefully. 

The margin of safety is sacrific^^d. If u person's income is reduced or if an 
unexpected large expense arises, he may not be able to meet his financial 
obligations. He could end up losing the goods and the money he has 
already invested in them. 

Habits of thrift can be destroyed. Many people believe they cannot save 
money, but will manage to make installment payments for the same 
amount of money, if a person learned to budget, he could purchase things 
by paying cash and thus save money in the long run. 

The sales contract 

Make sure that you understand all terms and conditions in an installment 
contract. Take your time and never sign a blank agreement. Avoid the salesman who is 
always in a big hurry. Reliable creditors will carefully help you understand that what you 
are signing is a contract with definite provisions that are legally enforceable. The contract 
is usually in the form of a chattel mortgage or a conditional sales contract. 

Conditional sales contract 

Under a conditional sales contract, you are given possession of the goods, but not 
ownership. Title to the goods (actual ownership) will pass to you only when you have 
made your last payment and fulfilled all of your obligations. Failure to live up to your 
part of the contract could result in having your goods repossessed. The conditional sales 
contract is becoming the basic form of installment contract. 

Chattel Mortgage 

Another way sometimes used when buying large goods on credit is to give the 
seller a mortgage on the goods. The buyer is given title to the goods, which become the 
security for the loan, if the buyer cannot pay the loan, the goods will be sold at a 
sherifPs sale and the money turned over to the original seller. 

Another way 

Just as the buyer tries to get the very best price for the car or other item he is 
buying, he/she should try to get the lowest interest rate. Rather than sign a conditional 
sales contract or a chattel mortgage, the buyer should look into the possibility of 
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borrowing money from a bank or credit union and paying cash for the car. The buyer 
may save a large amount of money over the life of the loan that way. It is always worth 
a try. 

Penalties 

Most contracts describe penalties for nonpayment or late payment. A merchant, 
like any other businessman, depends on community goodwill and does not usually take 
drastic steps if a buyer happeft^ to be a day or so late with a payment. However, terms as 
expressed in the contract can ' he enforced exactly as specified. Therefore, it is wise to 
know what the terms are before you sign anything. 

Wage assignment 

Many people never read the fine print of any papers that they sign. This is a bad 
habit. Often included in the fine print is the provision for a wage assignment. Und.=^r this 
provision, the borrower's employer may be forced to deduct payments from the 
borrower's paycheck. 

Employers do not like to do this, and sometimes they have fired employees 
whose problems were referred to them under such an agreement. 

Garnishment 

Garnishment proceediru;s involve court action against the delinquent debtor and in 
many instances result in a court order to the employer to pay some part of an 
employee's wages to his creditor. You can be assured that your job ma be endangered if 
your lender goes so far as to haul you into court. 

For Discussion: 

1. How does installment credit differ from a charge account? 

2. What are the extra costs involved in installment credit? 

3. Give 4 advantages and 4 disadvantages of installment credit. 

4. What is a chattel mortgage? What is a conditional sdes contract? 
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Lesson 4 



Borrowing Money 



Have you ever borrowed nionev 
from a friend? You may have had to 
borrow on your next week's allow- 
ance because you were short of cash 
for your prom. When you had to 
repay the money, you may have 
been sorry you ever borrowed it. 

Consumers borrow money to pay 
for goods and services such as 
houses, automobiles, household appli- 
ances, and hospital bills. Loans may 
be obtained from many different 
sources, such as banks, credit unions, 
consumer finance companies, in- 
surance companies, savings and loan companies, or some unions. All of these 
organizations make a business of lending money. Tliey are willing to loan money to 
customers who can give satisfactory evidence that tliey will repay the amount borrowed. 
These organizations make a profit by rcc^uiring borrowers to pay interest or other charges 
for their services. 

Promissory notes 

When you borrow inone) . you are usuiJly recjuired to give your v/ritten promise 
to repay it at a definite time. This is known as a promissory note. It may be in letter 
form or it may be written on any piece of paper provided that it contains the necessary 
information. Basically a promissory note includes the following information: 

Date note is issued. 

Principal - amount borrowttl. 

Time clays of months until note should be paid. 

Payee - one to whom tlie note is payable. 

Interest Rate - rate paid for the use of the money. 

Date of Maturity - date on which note is due. 

Maker - one who makes the payment. 
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Need of security for a loan 

If the lender is to remain in business, he must have some assurance that each loan 
will be repaid. The person wit!^ excellent credit rating may be able to borrow on his 
signature alone. This is known as a character loan. Sometimes signatures of two people 
(called cosigners) arc required on a loan. Both promise to pay on the due date. If the 
original debtor does not pay, then the cosigner must pay. 

Sometimes you might have to offer some form of security. If you own an 
automobile, a home, furniture, or other items of value, you might be able to offer one of 
them as security for a loan. In this case, you would give the lender a mortgage, listing the 
property on which the loan is made. What is a mortgage? A mortgage is a legal paper 
signed by you, the borrower, giving the lender a claim against property of yours in case 
the principal or the interest or both are not paid. 

In the event that you have no property to offer as security, you may sign an 
agreement that g*/es the lender a right to collect part of your wages if the loan is not 
paid when due. if you have to depend upon your salary for a living, this type of an 
agreement could work a ^eat hardship on you. 

You may not have enough property or a good enough credit standing to make a 
loan by yourself. In cases like this, you may ask a friend or a relative who has property 
or good credit standing to endorse (co-sign) the note. He is then responsible for payment 
of the note if you do not pay. 

Interest paid on money borrowed 

You pay a certain amount of money for *-he use of the money you borrow. This 
is knov/n as interest, if you have money in a savings account in the bank, the bank will 
pay you interest for the use of your money. Hov/cvcr, on the other hand, if you borrow 
money from the bank, you arc required to pay int rest. The amount of interest depends 
on how much money you borrow, the amount of time for which it is borrowed, and the 
rate of interest charged. One important thing to r ncmber is that the amount of interest 
that you receive for your savings is always lower than the rate of interest paid by you for 
borrowing money. 

Terms and interest rates v.jry and banks ^illy offer different types of loans. 
Banks will offer some clients loans on shorf-t* unsecured notes on a simple interest 
basis (figured by multiplying the princir al i. annual rate of interest times the loan 

period or time). The loan is repaid id a single payment. 

Most bank loans, however, are mode on tlic installment method. The borrower 
pays back a certain amount each montli, and the interest is calculated on the unpaid 
balance. 
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Getting a loan 

People borrow money for periods of tirnc ranging from a few days up to a few 
years. These are known as short term and intermediate-term loans. Loans for the 
purchase of real estate are classified as long-term loans. Let us take a closer look at the 
places you might go to obtain a loan. 

The bank • 

Most of the small loans made to consumers arc made by commercial, industrial, 
and savings banks. Commc.cial banks are among the most common sources for personal 
loans because of the favorable interest rates. Loans are made for such purposes as buying 
an automobile, appliances, or furniture; and even for financing medical and hospital bills, 
home repairs and modernization, or charge account purchases at stores that cooperate in 
a credit-bank plan. 

Terms and interest rates can vary from bank to bank, so it may be worthwhile to 
visit several banks to find the best deal. Interest rates also vary according to the type of 
loan. In an uyisccured loan, the borrower simply signs a contract agreeing to repa.y the 
loan according to the specified terms. A secured loan carries a lower interest rate, because 
the borrower pledges or turns over to the lender some kind of property called coUateral 
which has a value equal to the amount of the loan. This can be in the form of stocks, 
bonds, automobile, or other personal property. The lender has a claim on this property 
until the loan is paid. 

Short-term notes are loans made for a short period of time (usually 3 months). 
They are repaid all at one time rather than on an installment basis. The interest rates are 
usually quite favorable. 

Savings and loan associations 

A savings and loan association is a term generally applied to an institution 
organized for the purpose of accepting savings deposits from individuals. Sometimes these 
institutions are called building and loan associations, cooperative banks, building 
associations, homestead associations, and savings associations. All savings and loan 
iSMJc'aiions make mortgage loans. Many also grant home-improvement loans, personal 
loan: 'iiwd loans for education. 

i/Ac yifsui ^ icc companies 

^r/ccpt for term insurance, life insurance policies build up a cash value as 
i i^rtb arc paid year after year. The policyholder may borrow from his insurance 
corapany up to the cash or loan value of his policy. You will find a table of loan values 
at the end of each year on your policy. 
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You can usually get the lowest rate of interest by borrowing from your insurance 
company. There is no credit investigation required. The company has no control over 
how the money will be used by you. Your loan n ay be short or long term. In case of 
death before the loan is repaid, the amount of the loan plus accumulated interest will be 
deducted from the death benefits. When you borrow on your. life insurance, your 
insurance protection is reduced by the amount of the loan because the loan is deducted 
before the amount of the insurance is paid. 

Consumer finance companies 

if you are a television watcher, no doubt you have seen commercials for finance 
companies. What are consumer finance companies? They are small loan companies that 
specialize in making small loans. They will often lend money to people who might be 
considered poor risks by other institutions. But they also charge higher interest rates, so 
it is wise to try to borrow money from other lenders first. 

Credit unions 

A credit union is a cooperative organization of people who agree to pool their 
savings and make loans available only to members at a low interest rate. The members of 
a credit union arc usually people who v^ork for the same employer or members of the 
same church, labor union, or fraternal order. There aro more than 23,000 credit unions 
and over 20 million members in the United States. They are chartered either under federal 
or state laws. 

Funds for a credit union are obtained by selling ownership shares to the members. 
Personnel who direct the business af^nirs of the credit union are elected by the members. 
Each member has one vote regardless of the number of shares that he holds in the 
organization. 

Monies that are collected through the sale of shares are usually loaned to 
members. Excess funds may be invested in loans to other credit unions or in government 
securities. A loan to a member may be made for any purpose that is considered to be a 
benefit to the borrower. 

Dividends paid by credit unions, like those of savings and loan associations, arc 
usually higher than the interest paid by savings banks. Since dividends arc not guaranteed, 
they can be paid only if they are earned. The amount of the divia(;nd depends to a 
considerable extent upon the skill of those who manage the affairs of the credit union. 
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For Discussion: 

1. Name 4 sources of loans. 

2. What is a promissory note? 

3. Why are interest rates usually lower on secured loans? 

4. What is the advantage of borrowing money on your life insurance policy? 

5. Why should you borrow from consumer finance companies only as a last resort? 
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Lesson 1 



UNIT VIII 
BANKS AND BANKING SERVICES 



Kinds of Banks 




Banks perform many services for us. We all know that banks help you save your 
money in a safe place, but this is not the only way banks help people. Some of the ways 
a bank can be of service to you are; 

a. Checking accounts 

b. Savings accounts 

c. Safe deposit box 

d. Travelers checks 

e. Loans 

f. Christmas savings clubs 

g. Vacation savings clubs 

h. Savings bonds 

i. Money orders 

There are different kinds of banks. The three main classification are commercial 
banks, industrial banks, and savings banks. 
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Commercial bank 

A commercial bank is one which is owned by its stockholders, who elect a board 
of directors to manage the bank's operations. Today many of the commercial bai.ks 
identify themselves as '*full service" banks because they offer numerous financial services 
to their customers - checking accounts, safe-deposit boxes, loans, savings accounts, and 
others. 

Industrial bank 

The industrial bank is a stock company owned and controlled by stockholders 
who invest money in the business. This special type of institution is permitted to make 
only certain types of loans, and they arc usually small ones. They accept deposits in 
savings accounts and often sell investment certificates, which are the same as 
time-deposits in the commercial bank. 

Savings bank 

A savings bank is an organization that accepts savings deposits on which interest is 
paid to depositors. These banks may be stock companies (owned by stockholders) or 
mutual companies (owned by depositors). In addition to savings accounts, these banks 
make mortgage loans. In some stp.tes they may also offer necking accounts. 

Economic fimctions and services of banks 

When a bank is organized, the owners invest money in the bank and become 
stockholders. Individuals, businesses, and other institutions deposit their money in banks 
for safekee *ig. Some deposit their money for savings purposes so that they can earn 
interest, while others deposit money so that they may write checks to pay their bills. 

This money is then available foi the bank to lend or to invest. The bank charges 
interest on loans and earns an income on its investments. From these two sources of 
income, the bank is able to pay for its various expenses of operation, pay interest on 
savings deposits, and pay a profit to stockholders if there is any profit. 

Businesses and individuals arc helped by banks through the borrowing of money. 
A business may borrow from a bank in order to buy merchandise to sell so that the 
business may make a profit on the merchandise. Individuals may borrow from a bank to 
buy a home or other property. 

For Discussion: 

1. what are the three kinds of banks? 

2. What services docs each perform? 

3. When you deposit money in the bank, what does the bank do with your money? 
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Lesson 2 



Checking Accounts 




Banks accept money deposits from businesses and individuals and pay out this 
money when the depositors write checks on the deposit. This service is called a checking 
account, and the deposits in a checking account are called demand deposits. The deposits 
are so called because the bank must pay out tlic money whenever the depositor demands 
or orders it to do so. This demand is in the form of a check, which is a written order by 
which you direct the bank to pay a certain amount of money to another person. The 
check writer is known as the drawer and the person to whom the check is p ayable is 
called the payee. The bank on which the check is drawn is called the drawee. 

Advantages of a cliccking account 

The advantages of a checking account are numei'ous. Some of them are: 

1. Eliminates need to carry large amounts of cash. 

2. A personal check is a convenient way to pay bills. 

3. Usually, it is more economical to pay bills by check through the mails than to make a 
trip to the places where accounts are to be paid. 
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4. Check stubs and cancelled checks provide a record of expenditures, deposits, and 
bank balances. 

5. Money in a checking account is safe from theft or loss. 

6. A cancelled check is prr^of of payment and serves as a receipt. 

7. A checking account Miay help to enhance your personal business standing t.- well 
as ?erve as a reference. 

Disadvantages of a checking account 

In the abo,e p;iriigrap!i, we cliscussed some of the advantages of a checking 
account. Let uz turn the coin over and look at the disadvantages. 

1. Identification: In order to cash checks, additional identification is usually 
required, such as a driver^s license. 

2. Some people and businesses will not accept checks as payment. 

3. Usually there are service charges made on a checking account. 

4. Maintaining poor records can cause your account to be overdrawn. 

Choosing a bank 

When selecting a bank in which to open a checking account, you should consider: 

1. what types of accounts are available? 

a. Regular account. With this type of account, no fees are charged as long as you 
maintain a specificed minimum balance, if you write many checks each month, 
this type may be the best choice. 

b. Special account. Recommended for those writing only a few checks per 
month. A fee is charged for each check written. 

2. V'^'3»- service fees will be charged? 

a. Check purchase fees. Some banks provide their depositors with checks at no 
charge. However, if you want your name and address printed on them, your bank 
may deduct the check purchase from your account. 

b. Checking fee. This can vary depending upon the bank. Some charge a 
per-chc^k fee if the account is not maintained at a specific amount. Others may 
charge 10 or 12 cents per cancelled check. Today, to entice more people to use 
their services, many banks are advertising free checking privileges. 

c. Non-sufficient fund fees. When a check is presented to the bank for payment 
and your account does not have funds to cover it, the bank will assess your 
account. The check is not processed. 
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d. Overdrawn tecs. It the hank decides to process the check when there are no 
funds to cover it» the bank will iigain assess your account. The decision to process 
the check is based upon the rrcortl and reputation of the account. 

3. Federal Deposit Insurance C.orporation (FDIC). 

You will want to know whether the bank is covered by FDIC, which insures 
deposits up to S40»000 on each account. 

4. Convenience, if possibV ^ m should select a conveniently located bank with hour.<^ 
of business that - )u to make transactions in person. Is there a night 
depository or c ^ating 24 hours a day? 

Opening the account 

Persons of anv ai^c may opei a checking account. Some banks may request the 
signature of a parent or guardian for a minor. After selecting the bank of your choice, 
you may open one of the following accounts: joint, individual, or co -signature. 

1. Joint Al. - unt: Two or more i^gii.iturcs are placed on the signature cards, 
allowing one other person besides you to write checks against your account. In 
the event of an emergency the other person can withdraw money for you. In the 
event of death, the other person can withdraw money without having to go 
through probate. 

Joint accounts should always be stated: 
James Monroe or Mary Monroe, 
never 

James Monroe and Mary Monroe 

since and requires both signatures on each check while or allows cither person to 
sign a check. 

2. Individual Account: Provides for yoi: and only you to write checks on your 
account. Therefore, only one signature yours - will appear on the signature 
cards. 

3. Co-signature Account: Requires two or more signatures on each check before the 
check will clear the bank. The number of required signatures is indicated on the 
signature card. Businesses and organizations often use this type of account. 

The signature card 

Fill in the ngnature cards as indicated by the bank personnel: your name, address, 
telephone number, and the signature of all persons authorized to write checks against the 
account. The signature cards arc the bank's primary reference for confirming the check 
«;ignaturc of the drawer. These cards require the exact signature of each person who will 
be permitted to write checks. 
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John's nickname is jack. WIkmi he opi-nctl his nccount, he signrd his name John 
R. Miller. Whenever he signs a check, he : :sc sign his name John, never Jack, if he 
liappens to sign the name Jack, the hank v^■ouiu pinhably refuse payment of the check. 



Writing a check 

Fill in the stub or regif jr as applicable (depending upon the type of checks you 
oidcred). (Seepage 15C) I. there has been a deposit between this check and the last one, 
be sure that i. is added in. A^io, if there have been any errors or bank fees since the last 
chec^- was written, be sure to subtract them. Prevent errors by doublechecking all 
addition md subtraction. 

Always use ink to write your checks to prevent someone from changing the 
payee's name or the amount of the check. The bank has the right to refuse payment of n 
check written with pencil. 

Pre-numbered checks are offered by all banks. Generally your accou.r. number is 
printed in MICR (Miignetic Ink Character Recognition) at the bottom of aq check for 
machine reading. In the event your checks are not pre-numbered, numb' r all of them 
when starting a new book. By using this procedure, you can be sure you have recorded 
all of the checks you have written. 

Date all of the checks you write. Fill in the correct name of the person or 
business being paid. Show the amount of each check in numerals, being certain to start 
close to the dollar sign to prevent the insertion of any additional numbers. As a rule of 
thumb, always make the cent numerals smaller than the dollar numerals. 

Write out the dollar amount of the check in words starting at the extreme left, 
once again preventing any additional vv^ords from being written in. Change is always 
written as a fraction after the dollars have been spelled out; Pill in the space after the 
fraction with a line extending to the word **Dollars'*. Make certain the numeral and the 
written amount of the check an" the same, if there is a discrepancy, the bank will honor 
the written amount. 

The signature is always the final step in writing a check. Never sign a check until 
the payee and the amount sections have hcj. completed. This prevents someone else 
from writing in his own name or filMng in the amount in a different sum. Use the 
signature rcc rdcd on your signature card at your bank. In the event that you should 
make a mistake while writing a check, do not attempt to erase. Write 'Void" on it and 
leave it in your checkbook. This way you will know what happened to that check 
number for your records. 
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Deposits 

When depositing money, whether it be cash or checks, always doublccheck all 
figures. The following procedure should be used by you when making a deposit: 

1. Fill in all necessary information, such as name, address, and date. Your bank may 
furnish you personalized deposit slips, thus eliminating the requirement for name 
and address. 

2. Count all monies carefully and accurately, if the deposit slip shows ''Silver and 
Currency,'' remember: 

a. Silver refers to coin money. 

b. Currency refers to paper j '•ney. 

3. Record the ABA (American U.mkors Association) number on the deposit ticket 
iiKier the check section and write in the correct amount of each check. 

4. .f you decide to withhold some cash out of deposit, show the amount on 
the ''Less Cash'' line and subtract it from ti, Sub-total" to show the ''Total 
Deposit". 

Record your deposit immediately after completing the deposit. If you enter the 
deposit in your checkbc^ok before the actual deposit, you may forget to deposit the 
money and overspend your account, if needed, you can use the box on the back of your 
slip to list checks being deposited. 



Your Name 
Address Telephone Number 
City State Zip Code 



DATE:. 



.19. 



CASH RECEIVED BY: 



CASH 








C 
H 
E 
C 
K 
S 








r 
















totai from 

OTHER SIDE 






4IHTtt lOIAI Mil 


SUB-TOTAL 








LESS CASH 






TOTAL DEPOSIT 







SAMPLE 



Main Officb 
YOUR BANK 

ANYTOWN, V.SJi. 12345 



•: I 2 31,"' 5 6 781: "^0 l- a 3 1,. 5 "'6 II' 

CHECKING ACCOUNT DEPOSIT TICKET 
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Endorsements 

You have been instructed how to open an account, make deposits, and write 
checks. Now it is important for you to learn the correct methods for endorsing a check. 
An endorsement is your signature on the back of the check, to transfer ownership of the 
check to another person. There are two types of endorsements — blank endorsement and 
restrictive endorsement. 

1. The biajik endorsement is a signature only. Such 
an endorsement would permit any person to cash the check 
if it were lost or stolen. Never use this endorsement until 
you are ready to cash or deposit the check. 





2. A restrictive endorsement limits the use of the check to 
a specific purpose. A signature below the words 'For De- 
posit Only'' is the most used form of restrictive endorse- 
ment. This indicates that you will be dep icing all or part 
of the check into your account. The restrictive endorse- 
ment is the best endorsement to use whenever depositing a 
check, whether in person or by mail. 



3. A special endorsement transfers ownership to a 
specific person, who is called the endorsee. You write *Tay 
to the order of that person. He must then endorse (sign) 
the check in order to cash it. 



4. If a check has been made out to you with your name 
misspelled, endorse the check exactly as your name appears 
on the face (misspelled), then write the correct spelling 
below. 



Overdrafts 

Overdraft means a negative balance in your checking account. This happens when 
you write a check for more money than you have in your account. The bank might 
accept the check; such an account is called "overdrawn/' The bank might refuse payment 
of the check and return the check to the payee; such an account is termed 
**non-sufricienr funds.*' 

1 i 
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Stopping payment on a check 

It might beconif necessary, at some time in your lives, to stop payment on a 
check which you have written. This means you will inform your bank to refuse payment 
for a specific check if it has not been presented for payment already. The bank will 
''attempt'' to stop payment, however, it will not giuirantee to do so. There is usually a 
charge for stopping payment. 

Reasons for stopping payment might include: 

1. Loss of written check in the mail or by the payee. 

2. Discovery of fraud on the part of the payee. 

3. Lack of compliance by the payee. 

4. Neglect of the payee to deposit the check after a reasonable time. 

5. A double payment by you. 
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1. You have a balance ot'S201.25 in your checkbook. Enter this amount on the register 
page. 

2. Write a check using the following information: check #234, today's date, to Genera! 
Moto.j, in the amount of S110.61, for auto payment. 

3. Enter the information about this check on the register page. What is your new 



bal 



ancer 





END STUB CHECKS 



POCKET REGISTER 



REGISTER 



PlEASE BE SURE 



TO DEDUCT ANY PER CHECK CHARGES OR SERVICE CHARGES THAT MAY APPIY TO YOUR ACCOUNT 



CMCCK 
NO 



DRAWN OR DE»»0«IT« MADC 



AMOUNT 
or CMCCK 



( + ) 
AMOUNT 
or DCP06IT 



SAMPLE 
CHECK 



NAME AND ADDRESS 
OF ACCOUNT HOLDER 



NT 

Your Name 
Address 
City State Zip Code 



lAY 

Kto the 

ioRDER OF_ 



Main Office 
YOUR BANK 

ANYTOWN, 12345 



BANK NUMBER ASSIGNED 
BY AMERICAN BANKERS ASSN. 



FEDERAL 
RESERVE 
NUMBER 



19. 



234 



MHS678/1234 



.Dollars 



aAMPLB 



\ \ "■""'^^ ^^^^ ' 

CITY ^LEN 



sIGTH OF 
TIME IN DAYS 
TO CLEAR CHECK 



..BANK 
NUMBER 



OUR CHECK 
ACCOUNT NUMBER 
NUMBER 



AMOUNT OF CHECK 
ENCODED DURING 
CANCELLATION 
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For Discussion: 

1. What is a cht'ckin^ account? What an* the aclvantac,cs of havnig one? 

2. How would vou decide whether to open a regular checking account or a special 
checking account? 

3. Define the following: 

a. joint account 

b. individual account 

c. CO- signature account 

4. Wiiat information is entered on the stub or register? 

5. What should vou do if you make a niiiitake while writing a check? 

6. Explain the purpose of an endorsement. 
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Lesson 3 



Saving Money 



Wc all approve of the idea of saving for 
the future, but sometimes we have so little 
to save that saving hardly seems worthwhile. 
However, small amounts saved regularly can 
grow into important sums. Savings accounts 
can be opened in savings banks or in the 
savings departments of other banks. 

Opening a savings account 

The steps to be taken in opening a sav- 
ings account in a bank are similar to 
those followed in opening a checking 
account. You fill out a signature card, make 
a deposit, and receive a savings passbook. 
When you make a deposit, you fill out a 
deposit slip and present it with the savings passbook and the deposit to the bank clerk, 
who enters the amount in the passbook, if you forget your passbook, the clerk will take 
the deposit and issue you a receipt for it. The entry is then made in the book by the 
bank clerk upon presentation of the book and receipt at a later date- 

The savings passbook shows deposits and withdrawals made by the depositor, the 
interest earned, and the balance in the account. 

Making withdrawals 

In most states you cannot write checks to pay money to someone from a savings 
account. You must withdraw the money ^ourself. To do this you must fill out a 
withdrawal slip. Present this form along with your passbook to the bank clerk. 

In the event that you lose your passbook, notify your bank immediately. You will 
be issued a duplicate. Before the duplicate is issued the bank will require you to 
complete and sign certain forms for the protection of the bank. 

Some banks require a 30-day notice of an intention to withdraw money from a 
savings account, particularly for large amounts, but usually they will permit smaller 
withdrawals at any time. 

Savings banks 

These banks, like the savings department of a commercial bank, accept for deposit 
the savings of individuals. Many savings banks also perform other services such as renting 
safe-deposit boxes, operating school savings programs and selling savings-bank life 
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insurance. Some savinf^s banks are expanding their services to iacliuL il-: vj.^ s , ... 
Legislation was introduced in the mid-1970's to permit all types of ^ ^.-kioo' i to 
to offer checking accounts and to pay interest on them. 

Savings throui^h investments 

Dunrg World War II, many Americans began investing their money ir* wni bonds. 
Now these bonds are called savings bonds. Buyers of bonds receive $25 for ever\' SI 8.75 
they invest, provided they wait until the maturity date of the bonds. A: first the 
maturity date was ten years. As of 1976, the maturity date was five years and ten 
months from their date of issue. The United States Savings Bonds, Series E, as they are 
now called, can be purchased at the following prices: 



Face 


Cost or 


Value 


Issue Price 


$ 25 


$ 18.75 


50 


37.50 


75 


56.25 


100 


75.00 


200 


150.00 


500 


375.00 


1,000 


750.00 



Besides federal government bonds, there are bonds issued by states, counties, 
cities, school districts, villages, townships, and other government agencies. These are 
called municipal bonds. 

Any governmental unit that issues a bond is required by law to mate provisions 
to pay interest and to pay the debt when it becomes due. The money for interest 
payments and debt retirement usually comes from taxation. 

Interest earned on municipal bonds is exempt from federal income taxes. For that 
reason, many people like to buy municipal bonds even though they may not be quite so 
safe as federal or state bonds. Because most governmental bonds are considered safe 
investments, the rates of interest paid on these bonds are relatively low compared with 
corporation bonds. However, the rates are often higher than can be earned on deposits in 
a savings account. Most important, you are not required to pay taxes on your interest as 
you do in a savings account. 
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If-r^" Discussion: 

1. Hc'.v arc savings accounts different from checking accounts? 

Vr'r.ut IS a savings passbook? 

3. *^iiid out the rate of interest currently i aii on :.avings accounts by most banks. Is the 
rr.te higher or lower than the interest rate you pay when you borroiv money from a 

^'hat are the advantages of investing in bonds? 
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UNIT IX 
LABOR AND LABOR UNIONS 

History of the Labor Movement 




What is labor? Labor is all human 
effort, both mental and physicaK ex- 
erted to provide goods and services. 
It includes anyone who works at a 
job ~ factory workers » secretaries, 
mechanics, salesmen, engineers, 
managers, truckers, waitresses, and 
many others. The term labor force 
refers to all persons who are willing 
and able to work and are either em- 
ployed or are seeking employment. 

The American system is strong 
and successful because we are capa- 
ble of producing goods and services 
efficiently and rapidly. Successful 
production basically depends upon three factors: land, capital, and labor. According to 
economists, all natural resources are classified as land. In America, we have a good supply 
of a variety of natural resources. To enable a businessman to produce goods and services, 
he needs capital Capital refers to buildings, equipment, and other physical property used 
in a business. Land and capital are necessary, but nothing would be produced without 
labor. 

Labor unions 

A labor union is an organization of workers designed to protect their interests and 
to represent them on ali matters affecting relations between workers and their employers. 

Conflict between labor and management will persist as long as there are workers 
and managers. The old saying is, "It is an age-old clash between the 'haves' and the *have 
nots'." But it also grows from a fundamental clash of goals. Workers want job security 
and fair treatment. Managers want freedom to make their organization more efficient and 
more profitable. When a manager's decisions threaten a worker's job, the worker resists. 
When a worker's demands threaten a manager's freedom, the manager resists. This is why 
there are unions and collective bargaining, and sometimes strikes. 



155 



EKLC 



I6i 



Creation of nni >ns 

The history of the American labor movement is the history of millions of men 
and women, with no money and little education, who organized unions that brought 
them better tr^^atment, better working conditions, better wages, and a degree of dignity 
in their work. They succeeded despite extraordinary opposition by some employers, the 
police, the couas, the press, and public opinion. When they tried to organize unions, 
they were sometimes spied upon, fired from their jobs, and blacklisted from other jobs. 
At times they succeeded in organizing unions only to sec them beaten down by 
employers or destroyed by fear of reprisal or by an economic depression. Often many 
years went by before a new union would emerge from the wreckage of past attempts. 

The first labor unions in this country were composed of skilled craftsmen who 
were opposed to the production of goods by machines and the employment of cheap, 
unskilled labor. Those early unions were usually poorly organized and unable to hold out 
against opposition from employers and the courts. Each craft had its own union and was 
interested only in the welfare of its own members. 

An attempt to unite the many kinds of crafts and occupations into a single 
nationwide union came in the 1800's with the formation of the Knights of Labor. This 
organization was quite successful at first and was victorious in a number of major strikes. 
However, within 10 years it collapsed because of discord between skilled and unskilled 
workers, poor leadership, and disastrous strikes. 

The failure of the Knights of Labor led to another attempt to establish a 
nationwide union. The American Federation of Laboi (AFL), founded in 1881, has been 
a powerful influence in the labor movement. The AFL was a federation of craft unions. 
Each union was free to set its own policies, subject only to the overall policies of the 
AFL. The AFL, from its beginnings, was determined to be a group of unions concerned 
only with the economic well-being of workers through collective bargaining rather than 
political action. 

During the first 25 years, the AFL was practically the unchallenged leader of the 
labor union movement. However, the AFL, with its interest in craft unions for skilled 
workers, made little or no effort to organize the millions of unskilled workers in the 
. iss-production industries. As the depression began in 1929, membership in the AFL 
declined greatly. 

In 1935, a group of unions broke away from the AFL and established the 
Congress of Industrial Organizations (CIO). Unlike the AFL, the CIO organized and drew 
major support from the millions of assembly line workers in the mass-production 
industries. The CIO also was committed to taking a more direct part in political affairs, 
and it did not hesitate to wield its power to gain political objectives. 

In 1955, the AFL and the ) merged. There had been conflict and competition 
between the two unions. Leaders of both groups realized that this division weakened tne 
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labor union movement. After a loiii; period nii negoriatioii.s, llic iiKTger was completed in 
rXxember 1955. 

The government's attitude toward labor unions has changed. During the 1800's 
the labor unions seemed to challenge the existing political and economic order. They 
were opposed not only by employers, but also by the courts. For the mo.st part, 
government maintained a hands-off policy with respect to labor. This policy worked to 
tlie disadvantiige of the unions in their early years because they were no match for the 
more powerful and better organized employer groups. The court system held that union 
activity was in violation of the long-standing legal tradition of freedom of contract. That 
is, the union was trying to interfere with the right of the employer to offer employment 
on any conditions to a worker who was free to accept or reject the offer. Some state 
courts held that unions were illegal organizations and issued injunctions against union 
activities. Unions ignonng a court order were hea^/ily fined, and the leaders were 
sentenced to Jail. 

Toward the end of the 1800's, government took more drastic action against 
unions. President Cleveland used federal troops against strikers to protect the federal 
mails, and many governors used state militia to break strikes. Laws restricting strikes and 
other union tactics were passed. The Sherman Act of 1890, which was intended to 
outlaw business monopolies, was turned against the unions. Union activities were 
prohibited as illegal combinations in restraint of trade. 

The government's hands-off and hostile attitude toward labor gradually gave way 
\n the early 19O0's to a policy of protection for workers and unions. The growing power 
and influence of the AFL and the great hardships often suffered by workers spurred a 
number of state governments to action. Laws were passed governing working conditions, 
limiting the number of hours that women and children (and men in certain hazardous 
occupations) were permitted to work, and providing assistance to injured and 
unemployed workers. The legislation at first was struck down by state courts and the 
United States Supreme Court on the grounds that it was depriving people of their 
property. However, by 1920, the welfare of the workers was considered by most states 
and courts to be governmental responsibility. 

For Discussion: 

1. Who is included in the labor force? 

2. What are the th: ee factors necessary for production? 

3. What is a labor union? What conditions led to the beginning of the labor union 
movement? 

4. What was the difference in membership between the AFL and the CIO? 

5. How has the attitude of the government toward labor unions changed? 

157 



EKLC 



163 



Lesson 2 



Labor Unions 



Compared with workers in other coun- 
tries, Americans receive higher incomes, 
work shorter hours, have safer and more 
desirable working conditions, and enjoy 
many other advantages. Fart of this credit 
must go to America's rich resources and her 
efficient methods of production. But much 
credit must also be given to the union move- 
ment, which has insisted that workers be 
allowed to share in the country's growth and 
prosperity. 

Labor unions strive for higher wages, 
shorter hours, and better working con- 
ditions. They often bargain for fringe bene- 
fits, such as pension programs, insurance 
plans, retirement plans, hospital pLns, and paid vacations. Some unions stri-s iiii; foV 
job security for their members by persuading employer? to guarantee that they will not 
abruptly discharge large numbers of employees. 

Unions also have been influential in the political development of the country. By 
lobbying, by supporting candidates for political office, and by engaging in other political 
activities, unions have helped with the passage of legislation providing for workmen's 
compensation, social security, unemployment insurance, and other benefits. 

How unions get results 

If an employee in a large company is not satisfied with his wages or working 
conditions, he may not get much consideration if he presents his complaints in person to 
the employer. If a worker says he will quit, the employer may not be concerned, because 
another worker usually can be hired who will be satisfied with the present arrangements. 
A worker cannot get very far as a result of individual bargaining. But if many workers 
present a unified front, employers will generally hear their complaints. If differences 
cannot be resolved through collective bargaining, the employees may threaten to strike. 

Collective bargaining 

Since 1945, two critical developments have become the focus of attention in 
discussions about the future of Anierican labor. The first of these is the problem of 
adapting the labor force to technological innovations known as '^automation." The 
second question concerns the place of collective bargaining in a modern economy. 
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Mechanizati(.n of industry has been goin^ on as long as thcrj has been a labor 
movement. The machine is not only replacing tnan s muscle, but in many a^-eas the 
macliine [)crr(>rins i-wn those nieiita! jobs which do not require inventiveness and 
ingenuity. 

Sonic unions responded to the threat of automation by insisting on keeping old 
contractual rules that were made before modern equipment and methods were 
introduced. Management has resisted this arrangement, attacking such rules as 
'^feathcrbcdding," in which employers are forced to pay wages for little or no work. On 
the other hand, many unions have bowed to the inevitable, accepting mechanization and 
seeking compensation for loss of jobs with a greater share of ecoi omic benefits for their 
remaining wo r k e rs . 

Just what is ecjllective bargaining? It is negotiations between one or more labor 
union and one or more employer, over wages, hours, and other conditions of 
employment. Ordinarily the result is a contract by which both parties agree o abide for 
a specific period, typically one to four /ears. 

Issues mosi often included in collective bargaining are: 

1. More money. Labor's demand for more money is the one with w,hich it has had 
the most success. One study indicated that workers in unionized factories earned 
approxLiiiatcly 18 percent more than those in non-union shops. Unions do not 
always achieve all their bargaining goals, but they usually win some of what they 
seek. Typically this includes an increase in ba.sic pay, but often it involves a 
variety of other improvements. Through his union's efforts, a worker may cam 
extra pay for overtime, night work, or hazardous work. He may also be eligible 
for cost-of-living increases, profit-sharing payments, and Christmas bonuses. If he 
is laid off during a slack period, his employer may have to pay him part of the 
income he loses. He may also receive paid insurance, vacations, and other fringe 
benefits. 

2. More benefits. Unions also place heavy emphasis in their negotiations on 
insurance, pensions, and any other fringe benefit they jclievc should be provided 
by the employer. They follow the European tradition that an employer has a 
social as well as an economic respon;iibility to his employees. 

There are employers who feel a strong responsibility to provide fringe benefits, 
but there are also many more who go along largely for selfish reasons. A good 
benefit program enables then) to compete more effectively for new workers and 
keep tliose they have from moving to other jobs. Fringe benefit programs got 
tlieir start during World War 11. in that period, the ^-/ernment controlled wages 
to check inflation. To keep workers satisfied and to attract new workers, 
employers agreed to bargain over fringe benefits, w'di results that few anticipated. 
In the years that folhjwed, fringe he lefits became a major means of compensation 
in tliis country. 
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Strike 

A strihc is a work stopp:iyc to win cunccssi^^ns from an employer. It may he used 
to force mijiioyefncnt to a^ree to contract terms a union seeks, to settle a grievance, or to 
recognize a union as a bargaining agent. Traditionally members of a loc-il union vote on 
wlietlier to srrike. thru seek permissio:; '^rom their international union to do so. Workers 
n(^t directly involveL! may express their support by walking off their jobs in ,i sympathy 
strike. Also an i. cidcnt on the job might trigger a spontaneous walkout called a wildcat 
<:trikf\ When an L-inployer closes down tt- force a a settlement on his terms, his action is 
called a lockout. Sometimes employers can continue to operate during a strike with 
management persoimc! or worker: who remain on the job. A worker who refuses to join 
other workers in a strike is called a scab. 

Strikes have their roots in 1 kinds of situations. Many grow out of con^-ract 
negotiations. Some result from efforts to organize a local union or from grievances about 
working conditions. In many cases it is difficult to determine just wlio is to blame, for 
management can be as stubborn as labor. When one side refuses to compromise any 
further, a strike may be the only possible result. 

The decision to strike may be a matter of strategy or a response to pressures over 
wliicii ;) union has no control. Coiulitions and rese itmcnts out of which a strike grows arc 
likely m li;t xisted for some time. The decision is usually made days in advance. When 
a local unj( , thinking n( striking, the issue is debatec^, then voted on. if the vote is in 
favor of striking, they must obtain permission from their international union. In the 
event a number of local unions are afffrted, each may send a representative to a meeting 
.It which the decisifjn is made. 

There are times when these procedures are ignored. A group of workers may be 
so enraged by their employer's actions that they walk off their jobs without consulting 
anyone. WlirtiiM a strike is official or a wil(icat, it marks the beginning of a conflict in 
wliirh L'.'K ' 1' 'ries lo grind the otluT down. 

In junct ion 

Sonicrimcs a c(jiirt order, known «ts aw injunctit/U, is issued to prohibit a union or 
an eniplover from takinj', actions a judge believes will unduly injure the other party or the 
public, h'or (-xainple, injunctions ha\\' been used to sto|) strikes by public employees. 

What would you do? 

Strikes raise hard (picstions fnr those who lu'c not directly involved, What would 
you do in the h)llowiMg situations? 

1. You wf)ik in an office where there is a union, hut you are not a mend)er. Tl»e 

uni(*n goes on a strike. Do you cross tlu picket line to get to your job? Or do 

yoii :,fay hon»e uiuil tin* strike ends? 



2. You work on an assembly line in a factory. Your union negotiates a new 
contract. But anotlicr union in the plant fails to do so and strikes. Your leaders 
ur^e that you join tlieir members in a s/mpathy strike. Do you follow their 
advice or do you continue to work? 

3. The clerks in the supermarket wliere you shop strike for higher wages. But the 
store reniains open for business. Do you cross the picket line or do you shop 
elsewhere? 

Boycott 

A boycott is a tactic used by a union to force an employer to grant concessions. 
In a primary boyc(jtt, a union urges consumers not to buy a company's product or use 
its services until it agrees to the demands of the union. In a secondary boycott, the target 
is a firm that distributes products from the company with which a union has a dispute. 

Arbitration 

Arbitration is a method of settling a disagreement between a union and an 
employer over job grievances or the interpretation of a clause in their contract. A neutral 
third party, an arbitrator, hears the arguments of both sides, then renders a verdict both 
sides accept. Arbitration may be used to settle disputes in contract negotiations when 
ordinary negotiations fail. 

Sfiop steward - union steward 

The shop steward is an officer of a local union who handles grievances for 
w(jrkers in his own department. In some cases he also collects dues from members. 
Fr(-quently management permits him to take time from his work to perform these duties. 
It may even pay him his salary during these periods. Otherwise, his union will reimburse 
liitn. He is also known as the company committeeman, since he and the other shop 
stewards are members of the shop coinniittee. 

I-or Discussion: 

1. How have Ial)or unions changed the living standards of tlie American worker? 

2. What is collective hargaitiing? 

3. What ar(; some possible causes of a strike? 

4. Wliat: is an injutiction? C'ati you think of a recent situation in which an injunction was 

issued? 

5. Define the: followiti^', terms: 

a. hfjycott 
h, lockout 
t. wi!(lc It strike 
(I. arbitration 
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Lesson 1 



UNIT X 
TRANSPORTATION 



Freight ^ 



vsteins 



F-Iave^ yoii ever stopped lo think what 
would happen to your comfnunity if all 
means of transportation were to come to a 
complete halt? Farmers and ranchers would 
be unable to market their grains, milk, live- 
stock, and fruits. Factories would close for 
lack of materials or because there would be 
no way to ship their products to other 
towns and cities. Stores would \i^a out of 
business because they would have no mer- 
chandise to sell. 

An individual or a company which is 
engaged in transporting gv)ods is called a 
carrier. Goods tliat are transported are called cottsifjuntcuts, shipmotts, or /rcf^/i/. The 
person or company making the consignment is known as the corisiffrior or shipper; and 
the receiving party is called the consiftncc. 

Tlierc are two main types of carriers public and private. Private carriers are 
usually used by the person who owns them ti) move his own products or employees. 
Public carriers are transportation units used by the owtier to move goods or people for 
otiiers and for compensation. Public carriers are divided into two categories, common 
carriers and contract carriers. Both offer their services to others, but a common carrier is 
o[)en to the general pf.dilic, while the cotitract carrier sells its services to individuals or 
businesses under contract. Our principal means of transporting freight in America are 
railroads, trucks, sliips, airplanes, and pipelines. 

Railroads 

Railroads arc our principal means of shipping bulk;/, heavy commodities in large? 
(piantities and at a r(.'ason;il)le speed. This is especially true for movement of bulky 
military items, sncli as t;inks, large trucks, artillery pieces, and various engineering items. 
Most c)f our military instalhitions and large factories liavcr railroad spurs leading into their 
property whicli will allow r.iil cars to be loaded at specific areas. Sometimes spi'iXr rail 
cars are built to handle business of shippers with special retpiireinents, 

Most railroads in recent years have adopted polic' of not accepting shipnjents of 
less tlian a full carload. Shippers sending smallei itct'-.f; inay turn them over to firms 
known as (reigjir (< »rwar(lers, wlio consolidiite many limall shipments into a railroad 
carloiid. 
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Trucks 

Tlicre arc three categories of trucks. f*irst, there are the trucks owned by 
businesses that use them to serve ennsurners. These are classified as private carriers arul 
include delivery trucks such as Luindry and dry cleaning;, retail store and milk routes. 
The second fleet is the lar^e number ol trucks owned and (jperated by businesses (or 
their own use. These also are classified as private carriers, The third fleet includes the 
trucks owned by individuals or by tiicnor freight companies that sell their truckinii; 
services. Tliese may be common or contract carriers. Many motor freight lines own 
thousands of vehicles and operate freight terminals across the country, 

Trucks are the railroad's greatest competitor (or the shipper's business, especially 
for sliort liauls within cities and suburban areas. However, trucks can go long 
distances, too. The modern system of expressways an(i toll roads speeds up traffic, cuts 
deliverv time, and reduces the cost of truck operations. 

Trucking has a lumd^er of ativantages. Trucks can go right from the door of the 
shipper to the door o( the consignee. Their time schedules are flexible. Small shipments 
are accepted and consolidated into truckload shi[)ments. As with the rail cars, special 
equipment enables the motc^r fleet to carry almost my kind of cargo. 

Waterways 

Tiiere is a vast netwot k of waterways within the United States, classified as iidand 
waterways. In many instances it is more economical to move cargo by means of ships. 
.Sliips carrying cargo between cities along oni: coast are engaged in what is called coastal 
trade. Tliose carrying cargo from Atlantic ports to Pacific ports are engaged in 
intercoastal trade. International shipping is trade with other countries throughout the 
world, 

The greatest advantage of water shipping is its hiwer cost, especially to cities 
wliich are accessible by water, 

Air freiglit 

One of the fastest growing (onus o( transportati(Mi totlay is air freight, (^'irg{) 
»;iov(!d by air freight is usually valuable and vitally needed. At one time, we cfudd ordy 
trans|)ort small piukag^es, but to(hiy with the all cargo aircraft, up to 35 or more tons 
may be moved on one plane. Shipments by air between two cities normally will require 
no more than a (ew hours. 

The user of our ,iir freigjit lA'stem will soon find that it is more expensive than 
surface modes o( transport;;tic)n. but orher things imist be considered besides tlie freight 
rates, when time is oi ijri.nary in)porr,'UKe. -.:r cargo may be the best metli(jd of 
trans|)ortation, A i,ist shi(>m<'m of eipiipmem or machine parts may offset liigher 
trans|)ortati(jn rates if the oper.ition of a f.idory is depending on tin. e(|uipment. 



For Discussion: 

1. What is the importance of transportation in our economy? 

2. What means of transportation is usually used for large, heavy items, such as military 
equipment? 

3. Name the three categories of trucks. 

4. What are the advantages of trucks for carrying freight? 

5. What are some reasons for shipping by air freight? 




Lesson 2 



Traveling By Car 




Many of our states dcpnnd on the tourist trade as a source of income. T!;.'. 
states have resort and vacation areas to draw the public's interest. Great numbers o' 
Americans make their vacation or husiiK trips by means of the car every year, 
ot'iC'S !)> airphme, ous, i .aiii, or -oip. 

rhi. automolnle was once \ luxi ry, but today it has changed its st^rub ^n ' 'S 
consider^id a i:ocessity. S(.iiie fanrilics own two or more cars. The car is r i v-^n ,o work, 
to schof,!, to churchy tc; market, to visit friends and relatives, and for bur.hc^.s pleasure. 
Short trips in or near our communities usually require little more than a ^'ar kept in good 
condi':ioK and a careful and skilled driver beh*: d the wheel. However, S>r a successful 
vacation trip, more [.reparation is rcc|uirj(l. 

Plan your route 

Many drivers todav- both young and old, cannot read . . map. If their 
destinations are not noar a turnpike, ex|)ressway, or interstate highway, they don't know 
how to get there. Lcihv read a road map and u ,c it befor: your trip to ijlan the route 
you will take. Maps v'i\] also give ^ )U other valuable information, svt ' as mileages 
bctwircn places, rlassif itation of roads, lolls, and populanon of v wns. 

Oil f »>mp,inies and automobile clubs often offer a .servir^ which will plan your 
trip for you, You ti ll them your destination, and they give yc:j maps with the best 
routes marked {(a you to follow. 
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Overnight accominodatioMS 

On a long trip when overnight stops are necessary, it is important to prepare 
ahead for these stops. Get a directory from a motel or hotel chain so that you will know 
what accommodations are offered and their rates. Rates will vary according to the 
location and quality of the motel or hotel. It is wise to make reservations ahead of time 
if you will be traveling on holiday weekends or during a busy tourist season. 

Budget for your trip 

It is important to estimate the total cost of a trip. A wise traveler will first decide 
just how much he can afford to spend on a vacation trip. He wx!^ plan his trip so that it 
remains within his budget. 

You should know from your daily driving how many miles per gallon your car 
get.s. Calculate how many miles you intend to travel on your trip, then divide this figure 
by the number of miles per gallon your car gets. This determines how many gallons of 
gasoHne you will need to buy. Then multiply the cost of a gallon of gasoline dmes the 
total gallons required. For example^ if you expect to drive 2090 miles and your car uses 
1 gallon of gasoline every 22 miles, your car will consume 95 gallons of gasoline (2090 
total miles-V22 miles a gallon), if the average cost of gasoline on your tour is 65<i: a 
gallon, the cost of gasoline may be estimated at $61.75 (95 gallons of gasoline used x 
65<t,cost of one gallon). Other expenses, such as meals and overnight accommodations, 
may also be carefully planned in advance. 

As unforeseen emergencies do arise, you should plan for unexpected expenses 
somewhere in your budget. Your car might develop mechanical troubles or someone may 
become ill. Have your car thoroughly checked before you leave. You may save time and 
money by doing so, because repairs are usually very expensive on the highway. Be sure 
that you have your driver's license with you, insurance card or policy, and vehicle 
registration. Plan to make periodic rest stops to prevent weariness. 

Keep a record of your trip expenses, and on your return home, check it against 
your trip budget. Include all expenses - gasoline, tolls, meals, lodging, entertainment, and 
all other miscellaneous expenses. 

For Discussion: 

1. How would you decide which route to take when planning a trip from New Jersey to 
Florida? 

2. List the expenses to be inchided in a trip budget. 

3. V/hy should you keep a record of your trip expenses? 
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Lesson 3 



Commercial Transportation 




Many people do not ov/n or drive an automobile. They depend entirely upon 
coinmcrciai transportation for their travel requirements. The main methods of commercial 
transportotion are: buses, train:,, airplanes, and ships. Wc shall concern ourselves mostly 
with the first three. 

During the past few decades, Americans have traveled more by cars, buses, and 
airplanes, and less by train. Air travel, in some instances, is cheaper than rail for 
long-distance trips. On the train, yc^u pay extra for your meals and sleeping 
accommodations. On a plane, your meals are included in your fare. 

The method of travel you select will depend on personal preference, distance to 
be traveled, services available, and the cost. To make a wi.se decision, compare all modes 
of transportation to your destination. One way to obtain the required information is 
through a travel agent or by contacting ticket offices of various transportation companies. 

The timetable 

A timetable is a printed form giving schedules, services, and fares of a 
transportation company. Every railroad, bus line, steamship line, and airline publishes 
timetables in small folders cjr booklets. 

\\\n (jf a train timetable is shown on the next page. 
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BOSTON - PROVIDENCE - WORCESTER - SPRINGFIELD - HARTFORD - NEW HAVEN - NEW YORK 
NEWARK -TRENTON - PHILADELPHIA- WILMINGTON - BALTIMORE - WASHINGTON 



{Eatttrn TiW) 



Tram Number - 



111 



111 



401 



in 



111 11 



IIT 
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in 



lit I sit 



Tram Name - 



M«tro- 



Mttr^ 

ilMT 



The 
Patriot 



Frequency of Opbiation ' 



Daily 



Dai!/ 



Daily 



Mo thru 
Fr 



Dail/ 



DaUy 



The 
National 
Limited 



Mttio- 



The 



YMkM 



Southern CttpMT 
Crescent Itm 



Daily 



Daily 



Stt thru 
Fr 



Daily j Daily 

I 



Mttrt- 



Otily 



Daily 



Daily 



Type of Service ■ 



Miles 
from 
Bos 



fcaXtft 



BOSTON, MA (South Sta.)....Dp 

BOSTON (Back Bay Sta.) 

Routt 128, MA 

PROVIDENCE. Rl 

Kingston 

Westerly, Rl 

New London, CT 

Old Saybrook 



Newtonville. MA (B.... 

Wellcst'y 0 

Framlnghim 0 

WORCESTER 

SPRINGFIELD, MA... 
Thompsonvilie, C7 >D. 

Windsor Locks 0 

Windsor 0 



HARTFORD 

Berlin 

Meriden 

Walllngford 

NEW HAVEN Ar 



NEW HAVEN Dp 

Bridgeport 

Stamford, CT 

Rye. NY 

NEW YORK (Penn. Sta.) Ar 



NEW YORK (Penn. Sta.) Dp 

NEWARK. NJ (Penn. Sta.).... 

Metropark (Iselin) 

New Brunswick 

Princeton Jet (Princeton ♦) . . . 

TRENTON, NJ 

North Philadelphia 

PHILADELPHIA, PA (30th SL Sta.) 



WILMINGTON, Dl 

BALTlf^ORE, MC (Penn. Sta.). 

Capital Beltway. MO 

WASHINGTON. DC Ar 



11 30 a 
rll 42 a 



1 



12 37 p 
I 

12 46 P 



1 S7 p 
I 

2 2S p 



11 45 a 

12 00 n 
12 16 p 
12 27 p 
12 43 p 
12 M p 

0 1 25 n 
1 35 p 



12 » p 

I 

rU 5€ p 



T 

1 47 p 

2 n P 

2Up 

|4 I 21 p 
IMP 



8 00 a 

r 8 05 a 

8 18 a 

8 S4 a 

i 

9 53 a 



9 00 a 
9 12 i 
9 20 a 
9 29 a 

9 45 a 

9 58 a 

10 09 a 
10 20 a 
10 40 a 



if 
10 45 a 

10 55 a 



i 



(1)1146 a 
12 ?5 p 

12 '.0 p 
12 55 p 



1 40 p 

I 

2 17 p 

2 44 p 

3 45 p 

I 

4 25 p 



1 90 p 
1 42 P 



2«P 

3 01 p 
I SI p 
44 Up 
42lp 



Thru 
train 
to 
Kansas 
City 



Thru 
Sleeping 
Car to 

Los 
Angeles 



1 35 p 

1 50 p 

1 

2 35 p 

3 03 p 



2 00 p 
2 15 p 
2 31 p 



i 



3 04 p 
d 3 34 p 
3 45 p 



10 00 a 
rlO C5 1 
10 18 a 

10 S4 I 

i 

11 53 a 

12 14 P 



2 30 p 
r 2 42 p 



I4tp 

40IP 
4Up 

I 

i2lp 



11 50 a 

12 03 p 
12 14 p 
12 25 p 
12 45 p 



11 00 I 
rll 05 I 
rll 15 I 

11 44 I 



i 



12 34 p 



12 so p 

1 00 p 
®1 19 p 
(Dl 42 P 
®i 5S p 

2 35 p 

3 00 p 
3 15 p 



4 01 p 
4 30 p 

4 44 p 

5 13 p 

6 13 p 
I 

6 S3 p 



125P 
1 25 p 



2 55 p 



3 90 p 



4 15 p 

I 

4 42 p 



5 07 p 
5 54 p 

• 17 p 

• 2ip 



4 00 p 

4 16 p 

i 

4S0p 

5 03 p 
d S 30 p 

S40p 



Notice tliat tlic trains arc li-Stcd by iiuiiihcr, and in some cases by name as well, 
'i'lie trcqncncy nf die trains is alsn shov i whctlicr they are daily or only on certain 
days t)f the week. The symbols under *'Typc of Service" tcll you whctlier the train offers 
first-class service, dining car, Iit|uor servirc, ore, if you liad a complete timetable^ it would 
include an .•xplanation of the meaning p ' such reference marks. 
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Time zones in America 

In the United States, there are four standard time zones - Eastern time, Central 
time, Mountain time, and Pacific time. There is one hour's time difference between each 
time zone. For example, when it is 10 o'clock Eastern time, it is only 9 o'clock Central 
time, 8 o'clock Mountain time, and 7 o'clock Pacific time. Airlines, railroads, and buses 
use the tjimc of the part of the country through which they are passing. In most parts of 
the countrVi clocks are set forward one hour during summer months. Thib is called 
daylight savings time. 

Airline travel 

Most airlines offer two classes of service - first class and coach. Some . . ic 
carry a third class of service known as economy fare or thrift fare. Coach class is ^ : i: 
cheaper than first class, and if you do not mind night flights, the night coach fares may 
be even cheaper than day coach. The seats in the first class section are in the front of the 
plane and are roomier than the coach seats. The meals for the different classes will vary 
slightly. Some of the economy flight services do not include meals. 

Lower fares are paid for a child under the age of 12 years. Special family fares 
arc offered by many airlines certain days of the week. There are off-season rates, students 
rales, and group rates. 

Train travel 

Most trains provide two classes of service ~ first class and coach. The person who 
rides first class on the train does so because he desires to use a Pullman car. Pullman cars 
have different types of sleeping accommodations, such as upper and lower berths, 
drawing rc)(Mns, compartments, and roomettes. First-class service also includes comfortable 
lounge cars. Most people go by coach. The coach seats can be tipped back for sleeping. 
Conch piissengers may buy sandwiches or may buy their meals in the dining car along 
with the fifbt-ciass passengers. 

Bu«; travel 

Our buses today are quite modern. They are often equipped with air-conditioners, 
upper-level lounges, and rest rooms. Their seats recline to provide comfortable sleeping 
positions. Bus transportation is dependable, comfortable, and usually will cost less than 
train or air fare. Food is not provided by bus lines, but th'^y do make rest stops where 
there are eating facilities -ivailable. With the drcline in local train service, buses ate 
becoming more popular as a means of travel between small towns and cities. 
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Purchasing your ticket 

It is a good policy to purchase your ticket in advance. By doing so, you will 
guarantee yourself a space and avoid last-minute rushing. Although a specific space is not 
reserved on an airplane at the time the ticket is purchased, ^i^e number of passengers is 
limited to the number of seats available on the airplane. A hst-minute attempt to 
purchase an airline ticket might leave you stranded at the airport. 

Space in Pullman cars, and all space on some trains, are sold on a reserved basis. 
For these reservations it is usually necessary to get your ticket well in advance. Tickets 
on buses are usually not reserved or limited in number, so tickets may be bought at the 
last minute. 

In the event that you do not use the rail, bus, or airline ticket that you bought, it 
can be returned to the transportation company and the amount paid for it returned. 
Information about refunds may be obtained from the local ticket office. 

For Discussion: 

1. When you are planning a trip, how can you get information about the different 
methods of transportation? - ' 

2. Wlien it is 4 o'clock p.m. in the Eastern time zone, what time is it in the Pacific time 
zone? 

3. What are tlie differences between first class and coach service on an airplane? 

4. Use tlie timetable on pa^e 169 to answer the following questions. 

a. If you left Bos;ton on train #169 at 8 a.m., v.hit lime should you arrive in 
Washington, D.C.? 

b. How many stops does this train maKe? 

c. How long does the train stay in New York? 
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Lesson 1 



The Telephone 




Throughout liistory people have tried to coniniunicate with others by sending 
inessa|;es over distanrcs. At one time, the Pony Express was considered the fastest means 
of communication across the western part of the United States. It carried mail from 
Missouri to California, a distance of 1960 mites, in 10 days. 

Today we can c:ommunicate quickly with people in any part of the world. 
Through our fnst trains, airplanes, and motor vehicles, our mail travels between cities or 
across the country in a matter of hours instead of the weeks or months required in the 
early days of our history. An automobile driver may talk with another person miles away 
while he is operating his car. The jet pilot may communicate with someone on the 
ground thousands of feet below him. A passenger on a ship may converse with a person 
on shore. By means of television, we are able to see historical e^'ents as they are 
h appening. 

The telephone 

The telephone has been in existence for less than 100 ye^irs. Most people have 
become so accustomed to using it that they would be lost wi houf it. 

Although everyone uses the telephone, not everyone ur.es it properly or to the 
bes." advantage. 
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The tclcplionc directory 

The directory is dividc'd into two parts: a'l ;ilpl;; ^\.'tic scctiuii and a chissified 
section, coiniiionly known as the ''Yellow Fai;es/' The 'K.-isiried section ii used when you 
want to find a specific kind of store or service such as a television repairman or a 
plumber. If ynu are looking for someone to fix your television s.*t, you should look 
under the lieadini; "T 'levision Repairs'' in the classified section, re:ul the names of the 
dealers, then select one to call. 

If you cannot find the desired number in the directory, then y u must seek help 
by calling '*I>irectory Assistance/' You should consult your directory for instructions 
abc^ut how to do this properly. It is worthwhile to study the directory carefully and note 
tlie information on how to dial, how to make long distance calls, (station-to-station or 
person-to-person), whom to call in cases of emergency, and how to send telegrams or 
cablegrams by telephone. 

How to place a call 

Lift the receiver and listen for a dial tone (a steady humming sound). This tone 
informs you that the dial switches are ready to receive your call. Then dial your number. 
Once you have completed dialing, you should receive a soft burr-ring sound indicating 
that your number is ringing. However, if you receive a steady buzz-buzz, the line is busy, 
and you should hang up and dial again in a few minutes, if the number no longer exists, 
has been changed, or is out of order, you will be so informed by the operator or by a 
recorded voice. When you call from pay phones, be sure to read the directions posted on 
the telephone, because not all pay telephones use the same methods of operation. 

How to answer and talk on the telephone 

Ansvver your telephone without unnecessary delay. The broper way to answer a 
business telephone is to give the name of the business A person may also answer a home 
phone by giving his/her name, although some people prefer not to do this. 

Remember that courtesy is important on the telephone as it is in all our 
relationships with others. Good manners and a pleasant voice add to your telephone 
personality and prevent misunderstanding. Remember to talk directly into the 
mouthpiece and as clearly as possible. 

Types of service 

A subscriber usually has a choice of a private or a party line. The private line 
consists of only one subscriber, while there are two or more subscribers on the party line. 
Courtesy should always be displayed when a person uses a party line. He shv^uld 
immediately hang up if he lifts the telephone to make a call and hears someone else 
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talking. Wlicncvcr vcui use the line, make your conversations reasonable in length. Give 
up the line inunediately if you are informed that there is an emergency and tlie line is 
urgently needed. Not releasing the line for emergencies could cause you to he held 
responsible for damages. 

Long distance calls 

A long distance call is any call made to a telephone outside the local exchange's 
limits. The person making such calls must pay an extra charge for each 3 minutes or 
fraction thereof that he talks. Long distance calls are classified as pcrsoH-to-pcrson or 
station-to<:tat{ofi. 

To complete a person-to-pcrson call, you must give the operator the name of the 
person you arc calling. Charges do not begin until that person starts to talk. If the person 
being called cannot be reached, you will nof be charged for the call. The rates for a 
person-to-person call are much higher than for a station-to-station call. On a 
station-to-station call, charges begin when the telephone is answered at the other end. It 
is assumed that when you place this type call, you are willing to speak with anyone. For 
station-to-station calls, you do not need the operator's assistance unless it is a collect call. 
You dial the c;i]l yourself by dialing the area code number and then the number itself. 
The rates charged for a long distance call also depend on the time of day and the day of 
the week. The lowest rates are between 11 p.m. and 8 a.m. on weekdays, all day and all 
night on Saturdays, and up to 5 p.m. on Sundays. On your monthly telephone bill the 
long distance calls are listed and charged separately from the regular fixed rates. 

Collect calls 

A collect call is one which will be charged to the person you are calling. The 
operator gives your name to the person called and asks if he will accept the charges. If he 
accepts, he will be billed for the call. 

For Discussion: 

1. When should you use the classiiled section in the telephone directory? 

2. If the number you are looking for is not in the directory, what should you do? 

3. What is the difference between a person-to-person call and a station-to-station call? 
Which is more expensiv 

4. How do you place a collect call? 
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Lesson 2 



Telcf^aph Servitc 




Through the use of telegraph service, you can send a written message rapidly to 
someone in other parts ot the country or world. Business firms as well as our government 
frequently utilize telegraphic communication in the conduct of the nation's business, a id 
goods and services are often ordered by means of the telegraph. 

There are four classes of telegraphic service — the full-rate telegram, day letter, 
night letter, and mailgram. 

1. A full-rate telegram is sent immediately after it is received by l\c telegraph office. 
In some cares a messenger will deliver it, but usually the message will be 
telephoned. When a message is telephoned, you may request tliat a copy be 
mailed to you. Charges v ill depend on distance and length of the message. The 
minimum charge for this type cf message is for 15 words, and longer messages are 
charged extra for each additional word. 

2. Night letters are accepted any time .uring the day or night until 2 a.m. for 
delivery the next morning. Messages sent during the night at low night rates are 
known as night letters. The minimum charge is made for a SO-word night letter. 
For additionil v/ords in excess of 50 words, an additional charge is made for each 
group of 5 words or less. 

3. Day le rs are messages that do not require immediate delivery service, but are 
faster ♦"an regular mail. A day letter can be expected to be delivered within 1 to 
3 hou^ after it has been sent out. Rates for a day letter are based on a 50-word 
minin^. i i with extra charges for each additional group of 5 words or less. Day 
letters cost approximately a third of the cost for a full-rate telegram and are 
usually held until the telegraph office is not busy sending full-rate telegrams. 
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■I. A m.iil^r.iiu is the least expensivt.' w.iv id sciuI a message hy tclei;rapii. It can 

v.. main tu loo Ui'ids. It is traiiMUittcd to the majoi post olt closrst to its 

ih'stinaiK '11. It" thev receive it h\ 7 [mu., it will he deliveretl the tollowiiii; day bv 
lei/iilat 'nail. 

I low to send a telegram 

To send a telev;rain it is not necessary tor you to go to the telegr. ,..h ottlee: vou 
niav send it hv eallin^; on the tele[)hoMe. Your in.ssage will be sent on to its destination 
and ilelivered either bv messenger or telephone. You will be billed fc^r the telegram on 
\ (.!;•■ rnonrhlv telephone bill. In eases where your message is being sent to a business 
ot!;^e. it mav be delivered to that office by a special wire. 

If vou do go to the telegraph office, you will be provided with blan!; niossage 
lorins. Choose the kind of service you want and indicate your preference in the upper 
left corner of the message form, if you are telephoni* g the message, yc j will be asked 
what kind (jf service vou desire. Remember, as discussed earlier, you are billed according 
to the number of wt)rds used ami you muse pay extra for words over the minimum 
numb er, 

A relei;ram may be sent collect, and the amount charged will be p \id by the 
receiving; party. However, if this party refuses to p. y for it, thc.i the sender must pay the 
telegraph companv. A prepaid message is one that is paid for at tne telegraph office or 
billed to vour telephone. Wh' n yoi send it, you ^ive the telegraph company your name, 
address, and telephone number. You do not have to crdl from your own telephone or 
even from the city in v. hich vou live. 

Remember, when preparing a telegram you should mr.ke it as brief as possible as 
vou are being charged according to the number of words in your message. However, 
never make it so brief that it cannot be understood. Make sure the meaning is clear. 
Whether you send a telegram by telephone or by going to the telegraph office, the 
contents should be read back to you to prevent any errors. 

Telegraphic inoncv orders 

Monev orders may be purchased and sent by telegraph as well as through the 
mail. Ft^r example, if your parents wanted to send you some money, they would pay the 
telcuraph company the money. A telegram would then be sent directing your local 
telegraph office to pay you the specified amount of money. 
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A tVo tor u'K'^r.tphic .noiU'V order service is cliari;ecl depetulin^ on the .unMiint 
heiiii; sent. Th.ere will also he a cliari^e tor anv niessai^e accoiiinanyiMg the inoiiev ordei. 
The persc.ni seiuiiiu: tlie inMiK'\ tnav reipiest that the payee {H)sitively identity hiniselt 
before anv pavnient is made. The sender may incdude ~\t no chari;e in the telci^ram a test 
questii>n that a stranger coidd not answer ^'^r oxani[)le. "What is my mother's maiden 
name?" • Nii;lit monev orders are sent at a redneed rale, and a li>-word messai;e i^ 
ineiiided witlioiit extra cost. 

I'or Oiscussion: 

1. What are the tcuir classes of telcirraphic service" 
1. How An vou send telet^ram? 

3. How can voii send money to someone by telegraph? 

4. E-xplain the use of a test quest^ .n for identification. 
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Lesson 3 



The l\.sial SystL'in 



The rnitLHl Staus l\)sf.il System is a 
I.n"i;c upcralioii. r>..ilv iiuii] carriers ilc 
liver letters, mai;.i/.iiR-s. eat.iloi^s. puck.iges. (^r 
(nher kiiuls rA mail directly to cuir homes or 
businesses. We take mail service tor granreil 
ami do not reali/f how much we defienil on 
it in our personal antl Inisiness lives. 

Congress establishes the pcjstal rates. 
Ho' sever, postage does riot cover the full 
C'\st ot mailing services. Federal tax monies 
make up the difference. 

Classification of mail services 

Mail distribution within America and her 
possess' ons is called domestic mail, and 
mail to other countries is known as inter- 
nati iKiI maii. We find that domestic mail is 
divided into four classes - first, second, 
third, and fourth class (parcel post). The 
service you receive and the postage you pay 
differ in each of the cla.sses. 

1. First-class mail is the most expensive. 

All handwritten or typed matter, such as business or personal letters ; .id 
postcards, must be sent first class. Packages may also be sent first-class :> you ire 
willing to pay the high cost per ounce. Thj- type of n.ail is sciled and mav ot be 
opened by anybody in the postal department unless it cannot hj delivered as 
addressed or returned to the sender. First-class letters are sent by the fastest 
means possible. Those going any great distance within the counti s u" 

airmail. It is no longer necessary to buy a special airmail stamp to n- ike sur. that 
a letter will go by airmail from one part of the country to another. Higher airi'.iail 
rates still apply to mail going to other countries. 

2. Second-class mail consists of newspapers and other publications that are mailed at 
least four times yearly to a list of members or subscribers. Special mailing rati . 
are c;;iven to these publishers. Rates for second-class mail vary according to weight 
and type of publication and diftance to be sent, A permit nuist be obtained to 
use this class of mail. 
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3. 'rlurd-\'I, in.iil iii ''i<1l's priiiCt.Hl materials and incrcliarulisc parcels wciphinii; less 
than 16 o'w^ccs. It is used inainlv by husiiiesses tor .ulvertisiii^ aiul by conuminity 
or.'.MUzations tor 1j ge mailings. 

4. Fv.iKtli-cla.ss mail is better known a> jhirctl post and includes tdl packages 
neiiilrne a p^u.nd c r more. Rates de; cnd on weight of the p.ickage and distance it 
is scut. Ti.cre ar- special rates tor books, rcci^rds. and educational materials. 

Other post 'i I services 

Nihiicious special services are oHered by the post office to enable you to receive 
some of vour nail mo:*c tjuickly or with greater protection than regular mail. Some such 
services arc r: j'ster^d mail, certified mail, and special delivery. These apply to first-class 
mail only. 

1. Special Delivery is a service which provides for proinp?^ delivery at destination. A 

,>ecia! mail carrier will deliver the letter even if there is no other regular mail 
delivc' N scheduled. Special Delivery may be puicl ascd on all chisscs oi n^ail. 

2. Registcicd mail is the safest way to send valuables and important documents. You 
decl:rc the full value of your mailing, and you receive insurance prr , jction up to 
Si 0,000. You arc given a receipt and the movement of your mail is controlled 

hrc ughout the postal system. A registered letter or package can only be signed 
ior by the person it is addressed to. if you want proof of receipt by the other 
party, recjucst a return receipt, which will only cost you a few cents more. 

3. (xrtified mail gives you a mailing receipt and a record of delivery at the 
addressee's post office. It docs not travel faster than first class, and it docs not 
provide payment for loss. Fees for certified mail are lower than those for 
rc^;istcred mail. For a small additional fee, you can request a return receipt. 

Ch,.nge in address 

Whenever vou move from one location to another, you should notify your local 
post office. When you file a change-of-addrcss card with your local post office, all 
first-class mail will be forwarded to your new location. Change-of-addrcss cards arc 
available at all post offices. 

If you move within the jurisdiction of the same post office, all classes of mail will 
be fonvarded to you. However, mail other than first-class will only be forwarded to 
another post office if you are willing to guarantee the expense of forwarding. 
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For Discussion: 



ERIC 



1. What arc the tuur classes t)l mail sciA'icc, and vvhat is incliulcd in cacli? 

2. Fxphiin the tolK)wini; terms: 

a. special ticlivcry 

b. rci^isterctl mail 
ccrtifictl mail 

3. It vou move to another city, how do you arrange tor your mail to be forwartled to 
your new address? 
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Lesson 1 



UNIT Xll 
YOU Min THE LAW 



Why Learn About the Law? 



ERIC 



Mast young people at one time or another come in contact with the law or with 
persons in positions of authority. When a student is called to the principalis office^ or 
when a juvenile is taken into custody by a policemen or is called to appear in court, the 
question of what liis or her rights and liabilities are can be very important. However, legal 
education should start long before the actual contact with authorities takes place. When a 
person is informed of his rights following an arrest, or a superintendent of schools 
explains the conditions of a student's suspension, it is rather late in the game to begin 
finding out how the system works. 

No society can last long without some kind of legal system. Even dictators claim 
to ^ollow legal rules. Under our Anglo-American system, laws are a restraint on both 
g v*ernment and people. Law reflects society. A simple rural community might need 
relatively few laws. A complex industrial society such as ours needs a complicated legal 
framework, which in turn creates a need for persons specially trained in the law. These 
people arc judges and lawyers. What they do is not mysterious. Every citizen owes it to 
himself to have some knowledge of the essentials of law and our legal system. All the 
laws under which you live and work exist somewhere, in black and white. Ignorance of 
the law is no excuse for breaJdng it. 

For Discussion: 

1. What do you think it would be like to live in a country without any laws? 

2. Why is it a good idea to have some basic knowledge about oui legal system? 
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It 15 A CRIMINAI. OffBb^B TO 
pUTSAtTONJ AMY RAILROAD 

TRACK .'N Alabama. 




A South carouna statp lAW 

fORB\PS PEOPLE 'K> CRAWi- 
AftDUMD N TUE SBNBRS WITHOUT 
A WRfTTEN PERMIT THE: 
^"^PROPER AUTHORITIES." 



It ls Forbidden to cut the 

TAIL OFAhiy \iORSB \Yi THE 
•DISTRICT 0= COLUMBIA. 




A LAKE CHARIZS, i.0UI5lAWA, LAW 
MAKES IT /LLE^AL 1?) LET A 
RAIN PUPDtH REMAIN 1'^ VoUR 
FRONT VARP R)R MORE T14AN 

^wEL^c Hours. 
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Lesson 2 



Civil Law 




Civil law includes rules relating tr contracts, personal injuries, real estate, and 
other rules regulating relationships between people. You have certain rights under civil 
law, and when your rights are violated, you can bring suit in court. If you win, you can 
collect money. 

Negligence lawsuits result from the failure to exercise ordinary care. Vou can 
initiate a lawsuit for damages suffered because of negligence. Negligence can be either a 
careless act, such as driving your car in an unsafe manner, or a failure to act, such as 
failure to put up a fence around a swimming pool. 

Contract lawsuits are for failure to cany out the terms of an agreement. 

What ii a contract? 

A contract is a legally enforceable agreement between two or more persons 
involving mutual promises to do or not to do something. For example, one person agrees 
to deliver goods and the other person agrees to pay a certain amount of money for the 
goods. The law of contra^cs is the area where law and business most often meet and 
where the courts tr/ to protect you in your business dealings by giving you legal weapons 
against those who fail to honor their agreements with you. Because we do business in so 
many ways, there are many kinds of contracts. The three general classifications are 

1. Oral contract — Spoken agreement between two or more persons. 

2. Written contract — Written agreement between two or more persons. 
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3. Implied contract - Contractual obligations you undertake without ever 
mentioning the word contract or agreement. For example, when you enter a 
restaurant and order dinner, you becanv ^usr as legally obligated to pay the 
owner as though you had signed a contra^ n) Jo so. 

The most important thing to remember when entering into a written contract is 
to know what you are signing. Read it carefully first. After you have signed a valid 
contract, you will be expected to live up to all the terms of the contract. 

Door-to-door sales 

In the past many consumers have been stuck witli items purchased from 
door-to-door salesmen. They may have found either that the merchandise was of inferior 
quality, or that the same items could have been borght at a nearby retail store at a lower 
price. Also, they have sometimes found that the rates of interest charged by these 
door-to-door salesmen are very high. However, there is now a law that protects the 
consumer against such things. He can reconsider and break the contract if he acts before 
5 o'clock p.m. of the third business day following the day on which the contract was 
signed. 

This applies to any purchase or contract amounting to $25 or more, if the sale 
was made in your home or any other place other than the seller's place of business. It 
does not apply to appliance repairs which you called for, insurance salesmen, or goods 
you ordered by telephone or mail. 

The seUer must give the buyer a **notice of cancellation" attached to the contract 
or sales re'^eipt. To cancel, the buyer must sign, date, and mail this notice within the 
required three days. He should read the notice carefully to make sure he complies with 
all the requirements. 

Important tips iibouf contracts 

Befo. J you sign any contract, check it for the following: 

1. if money is involved, what is the total amount vou have to pay? When do you 
make payments, where, and how much is each p: vment? 

2. If buying on credit, who legally own*^r the property? 

3. what happens if you are late or miss a payment? 

4. Are all promises made in writing in the contract, and are there any blank spaces 
where something can be entered later after you h;ive signed it? 

5. Have you read the front and back to be sure that parts not pertaining to you 
h^ve been changed or are crossed out; and that all changes or additions in the 
contract have been signed or initialed by the person you are dealing with? 
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These are your legal rights; do not slight them. Take your time and read the 
contract, if you are not sure of certain parts of it, ask if you may take it to a lawyer for 
legal interpretation. If the seller is unwilling for you to do so, then you do not want to 
deal with him. 

Ffjr niscussion: 

1. How would you define civil law? 

2. What is a contract? Can you give an example? 

3. What is meant by an implied contract? 

4. Before signing a contract, what should you do? 

5. if merchandise that you purchased from a door-to-door salesman turns out t^) be faulty, 
v/hat can you do about it? 
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Lesson 3 



Criminal Law 




What is crime? A crime is an act against society de*- d and made punishable by 
law. To this definition two things should be added. A cninc is not a crime if it is 
committed by someone who is declared to be *icgally incompetent", which is usuullv the 
result of a iiental condition such as subnormal intelligence, insanity, senility, or addiction 
to alcohol or drugs. A person who is legally incompetent cannot tell the difference 
between what is right and what is wrong. And a crime is not a crime unless, at the time 
it was committed, a law was in effect saying that the offense was a crime. If the speed 
limit in your town has been 40 miles an hour but by statute is lowered to 25, effective 
at some future date, you may continue to travel at 40 until that date. 

You may have heard the term **tort" used in connection with the law. There is a 
difference between a tort and a crime. A tort is a civil wrong against an individual. A 
crime, on the other hand, is an offense against the public at large, or the state. An 
automobile driver who carelessly bumps into your car in a parking lot and dents the 
fender has committed a tort against your property. Because the law recognizes your legal 
right to freedom from injury to your property caused by other people's carelessness, you 
are entitled to sue the driver and be awarded damages for his breach of your right. But 
he has committed no crime. 

Let us suppose that this same driver, after leaving the parking lot, goes to a nearby 
bar, downs six or seven jhots of whiskeys, then careens through a crowded city street at 
sixty miles an hour. Now he has committed at least the following crimes: drunken 
driving, reckless driving, and endangering the lives of others. But unless he actually 
damages another car or injures someone, he has not violated the rights of any individual- 
His offenses are against the people as a whole. For these offenses he may be arrested and 
prosecuted by the state. 
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of ct'iusc. ail .u [ in.i\ Ur horli a cv\uk' .uui a t^wt. A ^IrivLT whu ilrivrs so ta>t 
ilowii a strcrt rlia( lie lo.scs control of liis rar, runs U]^ on tlic sidrwalk, aiul smashes into 
VMiir st.)re. woukl iluilnless he [iro.seeiite.l tor one or more eriiniiial ottenses. However, 
vou woiiKl also liave \our >umi rii;lit t** Mie liini t'^ r Jaina^es ro \our propertv. In theory, 
the (uihhe prosecutor ha.s no ehoki- Inir to have the driver arrested ami cha^^ecl with the 
eoinnussiv)n ot a erinie, it v>nl\ tor reeUe.ss driving;. 

CLissification ot crimes or ottcnscs 

OfYenses with wiiich criminal law i.s concerned tall into dit'terent classifications 
tcK^nies and nnsdemeanors. both of which are crimes and leave a person convicted ot 
rhem with a crinunal r^^cord: and violarioTis. which are not crimes altluniL^h they are 
[MUiishable ot tenses. 

Felonies 

Felonies are i;enerallv descrihetl as otTenses that ,ire punishable by death or by 
imprisonment in a state or federal prison. Sometimes felonies have been referred to as 
capital crimes or infamous crimes. S(Mne of the most common felonies are murder. r;\K\ 
arson, burizhirv. and treason. 

Tlic sevcritv c,f" punishment is greater for felony than for a misdeamc.n ■ 
Another inuv.rtant' difference between felonies and other lesser offenses is in the right to 
trial by jury. 



Misdemeanors 

Misdemeanors are offenses which are regarded as crimes, but which arc less 
dangerous to society and which carrv a lighter penalty than felonies. Society throws 
fewer protections around those accused of misdemeanors and violations. Suppose you 
start a fist-fight with your neighbor and punch him in the mouth. This would be 
considered a misdemeanor, if he calls the police and you arc summoned to appear before 
the local magistrate the next morning, you will not be offered a jury trial as you would in 
the case of a telony. 

When you leave your ear too lor in a restricted parking area, you have 
committtcd a violation, but the worst thing that can happen to you is that a policeman 
or meter maid might issue you a summons directing that you pay the appropriate fine by 
a .stated date. In the case of your fist-fight with your n. .;hbor, your summons orders you 
to appear in court on a certain date at ■ certain time, "to answer the charges against 
you." If vou ignore such a summons, the judge will prob?Sl/ fine you for contempt of 



court. 
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;-riru- .".t'tciisrs si.u h tira>'.m. ^c.iitioIK a-iispira' . , muI periury arc kimun ..s 
,.-.ui.-^ i.i! .nKh>^'.t . -.1 1 1 tr luTa I wcl t arv tlic p.opU- o} -nir narloi-. 

1 ; 'c.-.-.ai ^L'f;.i\a! ^'t \^'iir cr-iintrv; hclpwii: vour cuimtr\\s cucniics. 
> s .iL-M'Wi sj^-i^v taiisini; Llis-L-«)iUriU or rt^bcMiu,! a^ainsr the 

^ n:' ^ i;t \ . HI!- .\aii\trv. 
i\,u pir.i. ^' piann:iiL: ir h ( h: : ^ r ^ soiiict'hin^^ illoL;a!. 
4. i\'r|urv >v.cari;iL' tliri ^.oincthinu is true wlu n you know that i' is talsc. 

('rimes against your [)crsor. 

' Siiu-o cringes in this catco^ry arc iiunicrous. wc will only cover th^^ ones that wo 
1;,m: rn.,st alu.iu. \\\' \s ill couLcrn ..ar^clvcs with lioiMicidc, uuiracr. niaiislaui;htcr, suicid'\ 
rape, ass.iuh .riJ battery, iiiavhciu. kidnappino. huccnv. robbery, and receiving; stolen 
piruperty . 

] . Ho. iiieide Tile killiiu^, of one human being by another. This is considered by our 
soeietv as the most serious of all crimes. Tlicie are three major categories of 
honuciJ.e: criminal honueide, negligent l:omicide, and innocent homicide (better 
known as -justiliahlc or excusable hon'iicitle). 

Murder 'I'he unlawful, intentional killing of one person by another. Murder in 
the first degree is either an intended killing that -was planned beforehand or a 
s,. calletl felonv murder. A felonv murder is one committed during a felony, such 
as Mpe. robherv. arson, or burglarv. Murder in the second degree is a killing also 
...^ited bv malice, but tlie intent to kill did not exist until just before the 
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Manslaughter killing a person unlawfully, but without . Voluntary 
manslaughter is a killing in which there was no intent until juat .tore the act 
which was not inoti-'ated bv malice, and for which there was some provocition. 
Involuntary manslaughter is a killing in which there is no malice, but which might 
have been avoided. This offense is often committed during the perpetration of a 
mistleineanor. 

Suicide - killing oneself intentionally. 

Rape forcible sexual a ttack by a man of a woman, other than his wife, without 
:r consent and against her will. Statutory rape is a sexual relationship between a 
and a girl below the 'Mge of consent.'^ The age of consent is usually 18 years 
however, this will vary depending upon the state. 
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■.villi i: i;:. lii.' v',nfn f!J^ a i^^^'ir i^i ■.< '^i- a ,';ui tin st.iu' alsv» 

iO[.M;sf.. M^-^ ^aM lor .1 I'riijiu U\.Ji. 

■J. 1 ar-.-'- itv t.ikm- aiuLiirrs in^ a'Aj\ ^oir.coric i'In^'n i^-oprrrv. witluuir liis c-onsciit. 
: -Sh.'^-'v iaki:v.' ^Mmv-rlnni; iVofu a jH'VSon hv viok'iKX' iiuiinidation. Tli^' 
clcinciu "i tnrcL* i-^ tlir liifU'iciKC Ik^wlx-ii robluTv ;uul simple larccnv, 
!i. f.vuL. -.loKn proj^iTCS' .ui/i-ptiiii: firnjXTtv a(.\]uiroil by larceny or robbery. It 
is ;:eiura!lv a IrlMiu . cleneiHiiiU! in sonR- scares on the value of the property that 
wa^ siolei^ 



Your riiilits niuier the law 

lav, has laaTU ^atei:;KU\ls to proteet your rights. For example, a polieeman 
cjn seareii v<'.u i;nlv if h:.- has an autlu)ri/in^ warrant (want order), or has good reasoi^ to 
bolievL- you iiavu broken, the law. C>et a reeeipt if he takes anvthing from you. The poliee 
ean seareh vour home or ear if vou give permission or if they have a search warrant. 
If vou are arrested, yov] have these rights: 
], To hear tlie ehar^es against vou. The poHee must tell vou exactly what you are 
aecused. oi. 

1, To retnam absiduteiv silent, if vou refuse to talk, that faet eaimot be used against 
\ ou in court later. 

^. To refuse to siun anvthing except .i release slip it V(ni are released on your own 
reeo^niza.nce 'set free without bail ow your agreement to return at the court\s 
d.irertion). 

4. To call a la\^ver or fanulv or friend, and t(^ arrange for bail as soon as you are 
brc^ught to the [)oliee station. 

5. To speak to a lawver before vou are questioned and have him with you during 
the questioning. 

6. I'o ij;er a reeeipt for anvthing taken tiom youi. 

7. To receive a prompt trial, it there is to be one. 
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In a crinnnal court 

Uiici.T United States law. vou arc ()rc'siiiMO(l iiiP.oc«:nt unriJ proven i;uiltv ''beyond 
;iny reiVSonalMe dcuiht.' if y(ni are arrc^.ted. ther. are huir steps Kdl(^wcd before tb.e triab. 

1. ArraiL'nn^erit in eoiirt to be formally chari:;ed witb crime and asked ot L;tiilr. Voti 
have the rii;lu to have a law vcr wit!, vou (^r to .enuiin silent tintil ytni cio. 11 yoti 
cannot afford a lawyer, the jtid'^e will cippoint om\ You can ask for a contintiance 
fp(^stpor.Mnenf) if not r.'ady to answer the charv;e. You may plead gtiiltv. not 
e;uilty. * stand mute. 

2. Bail. The jtidi;e sets a sum of money which you can put up in order to be 
released until trial. You can get bail from professional bondsmen at a small cost. 
Police will ^ivc you a list ot names of bondsmen. 

3. A preliminary hearing is held bv a court to determine if there is enough evidence 
f(^r a trial to be held. Have a lawyer (^r ask for a postponement to get one. You 
mav call witnesses arid ijuestion people who give evidence against you. 

4. Grand Jury, if the preliminary hearing shows that there is enough evidence for a 
possible trial, the case is sent to the grand jury. This is a jury of up to 23 persons 
chosen to investigate all evidence and to c' :idc whether there is enough reason to 
bring an uidictincnt (accusation) against the person charged with committing the 
crime. You do not have to appear before the grand jury if your lawyer does not 
ciiink it is a good idea. 

Trial by jury 

If you are indicted by the grand jury, and if you do not plead guilty, your case 
will be brought to trial. In some cases, your lawyer will arrange with the /)ro-9<?c// for (the 
lawyer for the state) for you to plead guilty to a lesser charge in hopes of receiving i 
lesser penalty. This is called plea bar^avun^. 

if your case goes to trial, a jury will be- selected by the lawyers rcpresenfing each 
side. In a civil case the jury may be composed of six or twelve pcrsor*" in a criminal ca5c 
it is made up of twelve persons. Evidence i'^ presented by both s" id witnesses are 
questioned. You as the defendent are not required to testify. 

At the end of the triab both lawyers make closing statements to the jury. Then 
the judG;e charocs the jury by telling them what the law is and how it relates to the facts 
of the case. He also makes sure that the jury knows they must establish your guilt 
beyond any reasonable doubt. 
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li^ ,1 crrnjiKi! .m.m'. Mic iiir^.'s v-iJi.,i must he iin.tmiiuais that is, tlu' jiuurs nuist 
all acrco nii tiuir .Kc;-:'>!i. ii; a .iv;! ca^.^ du' v.rJ.irt .loi'S not liavi' to hi- unaiiiinous. 
Sratr lav.s .spccil\ m/c- ■.t'tt;- i!iajori(\ iu'i\!.'il in .ivi! cases. 

It" tlu' jiirv iirJ'. voii j.uil'N. tlu Mul^c will set a date for K.-inrnciii^. Voii niav tnc 
an appeal m haw \v.ur .asc heard by a hi;'.iur a.iirt it* vniir lawyer tccls there is good 
rciison to do so. 

rho hivvvor 

If vou have lei;ai iruiihlcs. voiir hest tVieiul is a hiwvcr. l,aw is a LotnplicatLHl 
sLibjoet. and. vou need cx|HTt help to prc^teet vour riulus. Tell wuir lawver the truth, even 
if it lo'>k^ bad. Me takes an oath to keep what you fell him confidential. 

Wliat is a lau v er?^ La\v\'ers fill inanv roles. Some are primarily advisors to private 
individuah. to heh> them jr.anaize their personal affairs; others arc experts in specialized 
fields: still others eoiieentrate on trial work. Three of the most familiar kinds of lawyers 
are described belnw: 

1. The familv law\er: The so-called family lawver is a generalist in much the same 
sense as the old familv doct(K. Me advises his clients on matters such as leases, 
contracts, the purchase and sale of re.d estate, divorce, adoption, wills, and many 
other problems that normally arise i.a an ordinary lifetime. He is considered a 
friend and counseh)r in time oi trouble. 

2. The trial lawver: Althoudi many successfid lawyers never appear in court, some 
individuals and firms make a specialty of represcntini; parties in court. The trial 
lawver does not limit hunself t(^ courtroom work, but his greater experience in it 
often makes hiu' more skillful than a laywcr whose major interest lies elsewhere. 
Some courtrocwn experience is valuable to anv lawyer, regardless of his special 
field. 

3. The corporation lawyer: He is a salaried employee of a company. He 
specializes in whatever fields o( law are of particular imp(^rtance to his 
companv. A lawver working for a publishing company might be particularly 
stronL; in areas of copvright law. libel, plagiarism, and the interpretation of 
rovaltv contracts, hie mav or tnav uot become involved in courtroom work. 

Gettir^ a lawyer 

When do you need a lawver. and how do you get one? You need a lawyer if 
vou are being sued or arrested, being divorced, buying or selling real estate, or making 
out important papers, such as wills, deeds, or contracts. 



191 



« 9 7 

ERIC 



r,, ti.Kl a !j.v\.!. \>>u :iKiv cisk rlu' Iu^mI bar assuciation to i:ivt; vuu a li.^r n\ 
L-NP',Ti<'iU '. ,! lavvv.'rs K-r M".;r kiiul of c.isr. ( voii inav ask a tVicin! wiio ii.is uslhI a 
l.i.v,vrr tii a ca .L' -atraiar lu vcais. In vM^^'^^ wlu'vr vou cannot attor.l a law vcr. I. c^al 
Aiu S.«. u'M.-N urwvi.K- iiw o: l^w c> st help. TIk'v liaw i4Tk-cs in main cornnui nirics 
tlM;>ii-:}^Mr: rlu' I'iiitc.l States. Als... liclp mav be ulnain^xl through l.ci;al Service* 
promar.].. N'ou ina\ l^.m iirlp at lou cost from l.avvvcrs RcUMral Service in vour 
area. 

it" \ .irr eliarL'eil witli a crime and e.innor afford a la\v\er, the jud^e will ^'Jt 
one for \on. 1 iie one he O'ts nsiK.llv is a member of an oreani/anon known as the 
r-ublie I fender's AssociatioiK 

I'or niscusNi(.)n: 

1. What is a crime"' ibow is it different irorn a tnrt? 

2. What is the d.ifference between a felony and a misdctiieanor? ^iive examples of 
eacli . 

3. Name five ri^^hts winch vou have ii you arc arrestetb 

4. Hefine the following; terms: 

a. arraieiuTieiit 

b. bail 

c. [M-eliminary hearing: 

5. Wbiat does chc L^rand jurv do? 

f). niscuss the roles of the hdlowini; people durini^ a tria!: 

a. prosecutor 

b. defendant's lawyer 

c. jurv 

d. jud^^c 

7. How would vou choose a lawyer? if you cannot afford on^^, what can you do? 



192 



Lesson 4 



( )ur ('c)urt SvstcMii 



Tlu' liiiiti'd Stat^•^ lia.s tWD parallel 
court svstctns tc'dcral tourts aiul state 
courts. Fcderil courts exist on three levels: 
the district or trial courts (oue in each 
state), eleven circuit courts ot appeal, and 
the United States Supreme Court. The 
federal district ctuirts try criminal oftenses 
a^ainst federal laws only. 

The stau v'ourts exist side by side with 

the federal courts, but are concerned largely 

with offenses ai^ainst the state constitutions 

and statutes enacted by the state legislatures. 

In many <^f our large cities there are also 

municipal courts for trying offenses against 

state laws and municipal laws or ordinances. In our smaller rural areas, there arc police 

courts and courts presided over by justices of the peace, who try minor offenses , such as 

traffic violations. 

Our state and local court systems are made up of many courts to satisfy the 
various needs of the state and communities in which we live. No two states have 
identical court systems, but all are similar in their general outlines. Below is the profile 
of a typical system of state and local courts. 

1. State Supreme Court Hears appeals from all inferior courts of record. Court 
(^f last resort except fc^r constitution^ matters, which may be appealed to the 
United States Supreme Court, 

2. Intermediate Appellate Courts (in some states). Hear appeals from decisions 
of courts of general and special jurisdiction and from criminal courts. 

3. Trial Courts - usually divided into four divisions: 

a. Criminal court - Hears all criminal cases. 

b. Probate court - Probates wills and hears claims against estates. 

c. Juvenile or family ccjurt - Hears domestic, juvenile delinquency, and 
vouthful offender cases. 

d. District, country or municipal court - Has general jurisdiction: hears civil 
suits and some criminal cases. 
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4 Courts <:a^L•s lu-aril iu iIum" courts ircqucntlv cannot he appealed. 

Their names will vary aependinu upon their localitv. Thev incUule tralTic court, 
police L'uirt. small claims c^urt, atul Justice ot the I'eace. 

Our federal court s\steni consists of the following;: 

1. rnirecl Stares Supreme Court, Waslun^^ton, \)X\ Tries lawsuits bct^^ecn the 
states. May review deciMinis of federal appellate courts and specialized iederal 
lourts- Keviews decisions of highest court ot appeal. 

C.S. C^)urrs of Appeal. F.lcven (curts, called circuit courts, silting in each of 
li; judicial circuits and District of Columbia. Hear appeals from U.S. district 
ccnirts an<' review decisions of federal adnvinistrativc agencies. 

3. U.S. District Courts. Appro:;imately 9(1 courts sitting in all parts of the U.S. 
and in Puerto Rico and Virgin Islands. Tries b(uh civil and criminal cases. 
Reviews <lecisions of federal administrative a^ienues. 

4. U.S. Court (^f Customs and Patent Appea'^ Washington. D.C. 

5. U.S. Court of Claims. Hears suits against :.e U.S. government. Evidence may 
be given before court commissioners at various locations. 

6. Tax Court of the United States. Washington. D.C. Hears all cases arising under 
federal tax laws. 

7. U.S. Customs Court, New York, N.Y. Hears cases arising under federal tariff 
laws. 

K, U.S. Court of Military Appeals, Washington, D.C. Hears appeals from 
a-urt-nu.rtial convictions. There is no further appeal from decisions of this 
court. 

Free rrial vs free press 

There has long been a potential conflict between the guarantees of the First 
Amendment right to freedom of the press and speech and the Sixth Amendment right 
to trial by an impartial jury. Each of these rights is quite basic to our free society, 
but where they are in direct conflict, some balance must be achieved. 

The Supreme Court handed clown its decision on Sheppard vs Maxwell in 1966. 
Tliis was a case where reporters actually tried the defendant in the press and found 
him guilty. The sensationalism and circus-like atmosphere created by the press caused 
tliL- Supreme Court to reverse the murder conviction in this case. The court's decision 
was based on the failure of the triJ judge to protect the defendant from 
overwhelming publicity which made it impossible for him to receive a fair trial and 
because of c'lsruptions in the trial caused by the press. 
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'V\\c pres.. 1^1 ivs ;ni importafU rc^lu in our soi-ictv. It is the means hv vvhicii tlu' 
public IS kept infornu\l. Yet sonic contrc^I must he cxcrtcJ wlicrc the press, as in rhc 
She[>p>rcl case, becomes more iiitcrestcJ. in s[K'ctaeuKir news-scHini; headlines than ir. 
icllini: the truth. What nui.st Se achieved is a careinl balance between the rii;lus ot the 
individual arui rreedom ol the press. 

I'or I >iscussi()n: 

1. Wb.at are the three levels ot federal courts? 

?.. Can \'ou th.ink of a United Stares Sui)rcnie Court decision that has brought about 
ch.mi^cs in our society? 

3. Dc.^-ribe a tvf)ical .svstem o( state and local courts. 

4. Ho v«ui think publicity in the press can affect the outcome of a triaK' 
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Lesson 5 



Legal documents 




During your lifetime, most of you will be involved with several kinds of legal 
documents. Some of these documents might be deeds to property, powers of attorney, 
title of property, or wills. Therefore, it is important to know something about them. 



Deeds 

What is a deed? It is a written instrument giving title to something. Th.- tcuu 
most commonly refers to a document by which land or an interest iu land is 
transferred from one person to another. 

The deed is drawn up by the seller's attorney and is signed by the seller. After 
closing, the deed should be recorded with the county register of deeds. The purpose of 
this recording is to put the world on notice that you are now owner of the property 
and to provide ^ Dublic history of ownership, called "chain of title" by lawyers, of 
any specifu" . : real estate. 

TVrc .ire ■ iree common categories of deeds. The contract for sale of the 
propcrt •Ail! retu.c the agreement between buyer and seller as to what kind will pass 
betv -n rliem. 

1, m!' ■ , iiaiit and warranty deed. This is the most desirable from the buyer's point 
oi view. It means that the seller guarantees there are no defects in his title to 
the property. If it later turns out that there are, the buyer may be able to sue 
him for damages. 



2. Quitclaim. This gives the buyer the least protection. In it the seller simply says 
that he is selliui; whatever title he has in the property. While this sounds risky, 
quitclaim deeds are coinnonly used to transfer the ownership of property in 
some parts of the countrv. The best ;ulvice on whether it is safe to accept a 
quitclaim deed will cornc from vour lawyer. 

3. Bargain and sale deed with covenant against grantor's act. This means simply 
that the seller gu;u-antees that he has done nothing to cause a detect in the 
title, hut that he canmn be responsible for any defect caused by a tormcr 
owner whic:. he knows nothini; about. In most cases this kind of deed is 
perfectly satisfactory. 

Remember that a deed will not protect you unless it has been recorded. If you 
receive a deed fron a swindler and fail to record it, and he then sells the 
property again and gives another deed to Joe Jones, who does record it, then 
Jones is the legal owner of the property. Even evidence of the fact that you 
received your deed first will m^t help you; it is placing the deed on the public 
record that counts. 

Powers of attorney 

A power of attonicy is a legal document which grants a person the authority 
to act as another's agent or attorney-in-fact. Usually a power of attorney is given >vhen 
a person knows he will be away when certain documents will have to be signed. The 
person giving the power of attorney is called the principal. 

Agents may be classified as general or special. A general agent is authorized to 
attend to all business of the principal. A special agent is one employed for a single 
specific transaction, or for a series of transactions of a special and limited nature. 

Title of property 

What does the term title mean? A title is the legal proof of a person's right of 
property. 

Title to real property may be acquired by descent, marriage, will, and deed. 

1. Title by descent - Acquired after the death of rhc owner by virtue of being 
one of his heirs. When a person dies without a will, leaving real property, the 
state law determines who will share in the property. Rules of descent in most 
states follow the formula of ''down, up, and across''; that is, down to children 
or grandchildren; if none, then up to the parents and grandparents; if none, then 
across to other relatives such as brothers and sisters, nephews, nieces, uncles, 
aunts, or cousins. 
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2. Tirir hv niarrKiUv- Laws concrr::- r.:: uirvivini; liushuful wife vary in 

kiit'orcin sratcs. 

.V f.tlc In will One jt" tlio tuc.s- ,ii!iu)i! nir.ins of <icquiring rule to property is 
bv will. A wiil IS a Jis[H)sition j ; '\, real or pcrsunaK to take oHcct at the 
cKMtli ot the [H*rson who makes the will, 

4. Tirh' In deed To vaHti, the deed nuist be in writini; and uiust he recorded. 

Wills and inheritance 

'riu)inas, an inventor, alter nnnn years of poverty and hiir^iships , invented a 
device wiiich eventiiallv brought him fame and wealth. His only relatives were a brother 
and a nephew. During his vears of poverty and hardship, his brother refased to help hiin, 
but the nepiiew aideci hini generouslv from time to time. Thomas is anxious to make r.ure 
that at his death all of his property and wealth will go to his nephew instead of hi^ 
brother. Can he do this? Perhaps you will better be able to answer this after the 
completion of this unit. 

N'our will IS one of the most important papers you will ever sign. It is your only 
opportiuntv to make sure your property is distributed as you wisii among your survivors. 
It tells vcnir family, business associates, and the state who w^ll administer your property 
and other assets, to whom vou want to leave them, and the conditions under which the 
people vou name are to receive them. It also concerns such vital family matters as 'vho 
will be the gua'.'dian oi vour minor rhildreiK 

W'lu) may make a will 

There are nornuillv oidy two limitations on the right to make a will. A p.:'rson 
must be ot s(jund mind and must have reached the prescribed age. 

If a person of unsound mind makes a wilK or if a person's will has been made 
rhruugh undue .ntluence of others, the will may be successfully contested by tsiose 
people wlu) ielt they should have been included. 

The nature of a will 

A will is a document in which a person specifies the way he wants his property 
distributed after he dies. The person making the will is called the testator. If a person 
dies without a will, he/she is called intestate. In both cases ihe dead person is referred to 
as the dcccilcnt. The testator designates an individual in his will as executor lo distribute 
his property. For the person whose will is invalid or who dies without a will, an 
dchnifiistraior is appointed by the court to distribute the decedent's property. Also, if a 
testator fails to name an executor or if the designated executor fails to qualify, the court 
will apoint an executor. 
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AltlH)Uu;li the form of a will is simple iUc possibilities of nnprupLT /xcnifion .nul 
imperfect expression of the wishes of the testator ar- uch that many "home made" vvills 
f;ul to probate: tliat is. they are not proved as val lis As a safety factor, have vcMir 
will drawn up and executeil under ihe direction of 

Types of wills 

All wills nmst be tn writing except ruuiLiipative wills, which are wills dc( larccl 
orally by a person wIkj is ilyin^ and who has no opp(jrtunity to make a written wilL 
Such wills are iliffitult to prove and can be useil onlv to }.mvu personal property. A soldier 
mi^ht make such a will when he is ab(jut to ^o ini- iitle. 

A holographic will is one you write, date, ami m^mi m your own liantiwrnin^'. with 
no witnesses. 11iis kiml of will is not valid in many states. If a handwritten will is 
properly witnessed, how ^ is valid. 

The law recoj^ni/i' . veral different types of wills The mosi i (minion and valid in 
America is the witnessed will. Whether liandwritien or typc'wiitten. il must be Mj.nc'd by 
you ami >bould bear the si^iiaturi's of two or tliret; adults who saw you M|Mi the will, 
who knew that the ilocument was your will, and whom y<JU asked to a(t as witnef/a -. lo 
that si^nin^. Witnesses shotdil be pe(jple likely to be availablr when your will is(jffered 
for probate, or proof: they should be residents of youi home Matr or live nearby. They 
may not be people who will benefit from the provisions of your will, bt'i air.r tlw 
testimony of such persons is (t)nsidered suspect. A prt,perly wunessed will, dfawn with 
the assistance of a lawyer, is your best assutancj that your e-.tate will b*- clr.tr il)Ul<d 
aceordini', to your wishes ami with tin* l« a'.i thday. 
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A L.iciicil is .iny i;liani;r itkuIc in a will, citlicr by explaining, acldini; to, or 
snInr.H firu: Irorn rlu- will. Thr codicil must bo executed with tlio same formalitic, as the 
wdl irselL 'I'lii-re is no limit as to how many codicils mav he added to a with 

Probate 

'I'm •'prubate'' a will means to prove it. After rlic death of the testator, tlie 
rxecutor or his attorney applies to the surrogate or prcjbatc court for authority to take 
over the pru|)ertv of the testator and lUstribute it as liirected in the will. This authority is 
called lrttrr< tr <tdfnr}U.iry. The executor must see that the court notifies all interested 
parries of the date of the probate hearing. He must also arrange to have the witnesses to 
the will swr.ir tint their si^Miatiires are valid, if no one contests the will it is duly probated 
and lett'Ts testanuntarv are issued tn the executor, if there is a contest, the court 
dr-tertM.ncv whether nr not the will offered for probate is legal. 

Iniiei K.uu c 

InlienlaiK .' lias nothing', to do with a will. It relates to the rides of law by which 
rhe red prt^pcTty of a person who dies without a will passes to his beirs. 

I't o( ( dute on Ml! est a( y 

Wiicn a pirsoii dies intestate, an application must be made for "letters of 
..dniinistrati<Mr\ for authority to act as administrator, Ordinarily a s irviving husband or 
wile has tlie prior ri^'^lit to apply for letters (jf administration, After the letters 
iA .jdministration ,ire issued, the admitiistrator takes possession of, administers, and 
distributes I he cstiite, 

loi Discussion: 

1. What ate some of ihe lej'al documents we are likidy to be involved with during our 
hieinnesf' 

2. Is a deed valid il it is not pioperly recorded? 

\, What is the ineamnf, of titlr'^ \\y what means can y(iti accjuire title to real property? 
4. Why is it iinpoitaiit lo make a will? 



•;.()! 



5. What IS a liolograpliic will? Is it always valid? 

6. Define tile following terms: 

a. devise 

b. bequest 

c. testate 

d. intestate 

e. probate 

7 Wir/ is it best to have a will drawn up under the direction of a lawyer? 
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